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Radio and television interference 



The equipment described in this manual genci^tes and uses radio-frequency ener^. Tf it is not 
inMalltd :ind ased properly—that is, in strict accordance with Apple 'ij insiructions— it maycajse 
interference with radio and television reception. 

This equipment has been tested and complies with the limits fora Cliiss B computing device in 
accordance with the specifications in Part 15 of FCC rules. These specificaiions are de.signed to 
provide reasonable protection jgainst such interference in a restdentiaf installation. However, there 
is no guarantee ilm the interference will ndt occur in n panicular installation. 

You can determine whether your computer Ls causing interference by turning it olT, If the 
interference stops, it WiLS probably caused by the computer or one of the peripheral devices. 

If y<5ur computer sy'stem does cause interference to radio or teie^T^ion reception, irv^ to correa 
ihe interference by using one or more of the following mL^asurcs: 

■ Tbm the television or radio antenna until the interference stops. 

■ Move the computer to one side or the other of the iele\'ision or radio, 
• Move the computer farther may from the television or radio- 

■ Plug the computer intn an oudet that is on a different circuit fmm [he television or mdio, < That 
is, make certain itie computer anti the television iir radio are on ctrcLiit^ contrtilled by diRereni 
circuit breakers or fu-Hesj 

■ Initail a roofitjp television antenna with a coaxial cable lead-in between the antenna and the 

television, 

If necessary; cttnsutt your authorized Apple dealer or an experienced radio/television technician for 
additional suggestions. 

Vou may find helpful d^e folk"nving booklet, preparetl by the Federal Communications 
CoEnmissioji: How to Identih- and l^esolve iiadit>-TV' Interference Problems (stock nuntberOD-i-ODO- 
003-fS-l}. I'hi.s hooklet is available from the U.S. Government Prindng Office, Washington, DC 20402. 

A Tmportant Chanjjes ormoclififtirion.N to this paxiuct not authorized by .'\pple Computer. Inc., 
could void the FCC cenihcaiion and negiJte your authority to operate die product. This product wa^ 
tested for FCC compliance under contiitions thai includeti the use of shielded cables and ctinncctors 
between system components. It us imponani that you use shielded cables and connectors to reduce 
the po.y^ihi]itv of causing interference to radios, televisioji ^ets, and i ither electronic devices. For 
Apple peripheral dc^^'ices, you can obtain the proper shielded cables from j'our authorized Apple 
dealer. For non-Appic periplierat devices, contact die manufacturer or dealer for assistance. A 
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This manual tells yow how to use System 6, sy.^tcm software for the Apple'*' Ik^^* coniputLT. 
System software enables you and your Apple IIg.'; computer to commuaicate. 

This manual assumes that you've set up your Apple Ugs and that you've had some practice 
with basic skills that give instructions to your computer. It also assumes that you're working 
with at least two disk drives-either t^vo 3.5-inch drives, or one hard disk and one 5.5'inch 
drive. If you haven t already, you should use the/^ple lies Oli ver's Guide to set up your 
computer and complete the hands-on tutorial or use the tour disk, \bur Tour ojlbe Apple 
lies. You can use this manual when you want to do something that the other materials tlidn't 
cover, when you want a quick reminder about a task you've already learned, or to get a 
better sense ofall the [hings you can do with your computer. 



Wlrdt's in this book 



llie Preface provides chapter descriptions and infornriation about conventions used in this 
hvok. Ch^ipler 1 gives you m idea of what you can expect from S\Titem Sofr^^are 6. The 
other chapters contain reference material. ITie book h designed to help you locate what 
you need, without ha^^ng to search around when you have a question. 

Here's what you'll find in this book: 

■ Chapter 1, "Overview of System 6," tells you about some of the important features of 
your system sofn^'are, describes what's on your disks, and reviews some basic skills you 
use to work with your computer. 

■ Chapter 2, 'Vsing the Int^taller," l^egins the reference portion of the manual and 
provides step-by-step instructions for using the Installer application to update or create 
startup disks- 

■ Chapter 3> "L'sing the System 6 Finder," cells you about the Finder™ desktop and 
explains how to work with menus, windows, and icons. 

■ Chapter 4, "Working With Disks. " explains how to prepare and work mth tlic disks 
you'll be using with wur computer. 

■ Chapter \ "Working With Files and Folders/ describes the tasks you can do to organize 
your files into folders. 

■ Chapter 6, 'TForking With xA.pplicacions;' gives you guidelines for w^orking with the 
software prognims that you'lE use to create your own files, It also includes a brief hands- 
on tutorial to give you some practice with an application , 

• Chapter 7^ "Using the De,sktop Control Panels," explains the options you have for 
customizing many aspects of the way your computer works. 

• Chapter 8, "Using the Archiver/' tells you how to use the Archivcr program, which 
makes backup copies of your files, and how you can later restore files from the backups. 

■ Chapter 9, "L'sing the Advanced Disk Utility .' explains the program thai you can use to 
perform maintenance operations un disks, es[x.'cial]y hard disks. 

■ Chapter 10, "Using Universal Access." prt>vides information about System 6 programs 
specifically designed to make it easy hr individuals with special needs to use the 
Apple IlGS. 
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■ Chapter 1 1, "Controlling Multimedia Devices," explains how to use S\^tem 6 medial 
control sofMre to work with mulismedia equipment connected to your computer. 

■ Chapter U, "Networking the Apple llGS." describes what you need toknowabout to use 
llie Apple llGS as part of a nei^ork of computers. 

■ Chapter 13, "Troubleshooting," desciibes how to soEve some of the more common 
problem situations encountered by new computer users. 

■ Appendix, "System Messages," describes the situations that generate some rtf the more 
commonly encountered system messages. 



Conventions used in this book 

The following paragraphs illustrate several t\'pographical conventions that are used in this 
book to help make learning easier. 

^4ien a new term is defined, the term appears in bald£ace v/pc. Such terms are defined 
in the glossary as well. The glossary also defines many related terms that don't appear in 
the text. 



▲ Warning Warnings like this one aiert you to situations in which you might damage your 
equipment or lose data if you don't follow the instructioas carefully, a 

A Important iMnierial set off like this is essential; read it before continuing. _i 

♦ By the way Paragraphs like this one contain interesting sidelights or information for 
specific audiences. ♦ 

In illustrations of screens, a blue arrow is used to show- the action of pressing, a blue check 
mark is used to show the action of clicking, a double blue checkmark is used to show the 
action of double-clicking, and a dotted blue line indicates something being dragged (see 
Figure P-1). 

Throughout die manual, keyboard shortcuts are often provided for selecting menu 
commands. For exiimple. to close a window^ you'll be reminded that you can use the 
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Figure P'l Symbols for ihe actions of dirking, pressing, and double-clicking, and :i dotted line 
indifaiiri^ drjg^ing 

keyboard shoncut, CoQimand-W. Such shoncuLS involve pressing iintl holLiing <.bw]i the 
Command key (the key with m Gutiine of an apple uid this syniboh §fi) while you press the 
shortcut key, 

You don't have to read the chapters in this lx)ok in any particulax order Tlie topics covered, 
and the ta^ks ^issi H;iatetl with each topic, are descriM independently, .^ssofiated with each 
task are the numbered step.^ [ printed in boldface r\pei (.Icscribing [lie actions you must 
take to perform th;it task. If yon just want ii quick refresher to heip you complete a task you 
haven't done lately, just read the bold type and do what it says. Some ta.sk.s are so basic that 
all you need to know is how lo do them. In other cases, you'll find comments or 
explanatk)ns in plain text following a step. You can decide whether you want— or need— to 
read this information, 
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If ynu have other devices attached to your computer, refer to the manuals that ame with 
those devices for instructions on using them correctly. Also, be sure to \wk through the 
manual thai came with the applications you1! |->e using with your computer, 
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1 Overview of System 6 



System 6 is the prtxiuct of years of Apple* II evperience and provides you with a computing 
environment that's easy to learn, easy to use, and Hexible enough m encourage your own 
growth as a computer user. 

Read this chapter to find out what you can expect Prom S\'Htem 6, so that you don't miss out 
on any of the possibilities it provides fur niuking the most ofyour A^ipie ilGS'^ computer. 

This chapter presides information on these topics: 

■ getting to knm' Smem 6 

■ lenrning about the System 6 disks 

• exploring features and benefits of System 6 

• reviaving software and computer techniques 



Getting to know System 6 



You can Feel camfonabic about learning to use Apple IlGS System 6; it's designed lo make 
it easy and convenient lo use a powerful computer— combining the best of the Apple 
computing environments. 



Making it easy 

The Ajiple liGS Finder'", ii System 6 program, maizes it easy to use your computer. Even if 
you have experience witli other computers, you'll probably have to learn some new skills. 
However, after you've learned them, you'll use them ever\' time you use your computer. 
The Finder uses easy-to-understand visual symbols, called icons ant! menus, that allow 
you to work with your computer in many of the same v^'ays you work a[ a desk, 

Ttie Finder a[so provides you with a Help window (see Figure I-] ), available whenever 
youVe working in the Finder desktop. If you need a reminder abt>ut how to perform a task 
in the Finder, Help ih only a couple of dicks away. You1! be able to stan learninj^ to use 
applications to create your own documents right away— System 6 includes Teach, a word- 
processing program that takes adv'anuge of System 6 features. For deodls about using 
Teach, see Chapter 6, "Working With Applications.'"* on page 135. 
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Tt set in^cj'inatioiv i>n dLff»r»H Findtr f^fitur^s, 
zh^t^t D feature from th( pop-upicnu above. 




Hhrin Ihfre is nii>ife ittl than will fit. m the 
v\n4m, ijnu can m the seraLl-bar an i\n right t4 
itt Che rest. 





Figure 1-1 The System 6 Help window 



2 Chapter 1 0'er\iew of System 6 



Making it convenient 

Each person has a different working st\'le and different tasks to accomplish. System 6 is 
designed to accommodate personal differences by allowing you to customize the way you 
work ftith your computer 

• The System 6 Installer makes it possihk* for you to install either a hasic set of computer 
toots or a customized set that corresponds to the work you'll be doing and (he 
equipment you'll be using, For details about the Installer see Chapter 2, 'Vsmg ihe 
installer, ' on page 19. 

" The Finder Preferences command lets you choose the way you want your computer to 
perform certain tasks and display certain information. For details about Preferences, see 
Chapter 3i ''Using the System 6 Finder/' on page 41. 

■ The System 6 Control Panels let you set options that control everyihing from your 
computer's beep to a laserdisc player For details about the Conrrol Panels, see 
Chapter?, "Using the Desktop Control Panels/' on page 171. 

■ System 5 includes programs to ensure that individuals with special needs have full 
access to ihe Apple Uc-S. For details about such programs, see Chapter 10, "Using 
Univenial Access," on page 243. 

Making it compatible 

You mavhavean interest in usingfiles from another system with your Apple IICiS. If you have 
software from earlier Apple [I models or ifyctu use files from a Macintosh * computer 
System 6 makes it possible to use these file^. All you have to do Is use tlie Installer to add 
the appmpriatc files to yourstartup disk; yciu and your computer can then work with a wide 
range of other computers as easily as you wwk in your own Apple IIgs environment. For 
details about using the Installer, see Chapter 2, 'I'sing the Installer;' on page 19. For details 
about using other file systems, see Chapter 4, "Working With Disks," on page 85. 
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Making it last 



System 6 is designed to accommodaEC your growth and to p™de for expansion of your 
system in the future. 

■ The Archiver and Advanced Dusk L'Eility (ADU) programs give you the means to work 
with and protect laq^e volumes of files that yuu mayaccumuiaie over time. These 
proE^nims provide convenient ways lo work with disks, especially hard disks. For 
example, you might want to dhide your hard disk into sections Ibrdifferent uses, tir vnu 
might want to make backup copies of all your v^loable files. In any case, Archiver and 
ADU provide yoii with the cafiaciry lo deal with lai^e amounts of stored informaiion. 
For more information on using the .Vchiversee Chapter 8. "Using thcMhiver," 
starring on page 199. For more information on using the Advanced DLsk L'tility see 
Chapter 9, "^Usin^ the Advanced Disk lJtilit\\" starting on page 223. 

■ You can choose frum a wide range of cards and peripherals to use with your computer, 
increasing its memtjr;^ or capabilities as it suits you. To learn abou t the varien' of devices 
you can use with your Apple IlGS, see the Apple iiGS Owner's Guide diat came with your 
computer 

■ System 6 itself is designed furgro^vih. It\v[>rks with other multimedia equipment and 
hie systems, making it [possible for \-ou to explore the options that allow you lo use your 
computer in other environmenES. 
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Learning about the System 6 disks 



System 6 comes storeci on sut 3,5-inch disks. This section lists the files ynu can expect to 

find on eat:h ofthcm, and how you mit^ht wunt to use them. 



Systcm.DLsk 

The Syslem Disk contains a minimum set (if sysrem hies that alloM^ you to start up your 
c{)mputer\viih a 3.5-inch disk. With tht^ System. Dfsh you have a stanup 3.vinch disk with 
many of the main featuii^s iind fiinctions of System 6. .\lthough Sysiem.Disk dt)esa"i support 
printing, y^ou can add [jrintcr support by tising tht? Installer. (For more inftjrmation, see 
Chapter 2. "Using the Installer^ starting on page 19.) 



Install 

The Jristdi disk contains a special application ciilled the Installer, along with updates from 
which you can choose to create or atld to a startup disk. TSie InsUiH disk also contains a 
system thai allows you to start up the computer with the lnsk{if disk whenever you want 
to add updates. For more detailed information about the Installer, see Chapter 2. "Using the 
Installer." on page 19- 



SystemTootsl 

The SpWi}}Trj{)IsI disk ctjntains system hies that the Installer will use to customize a system 
on yourtlisk. it also contains these additional hies; 

■ Advanced Disk Viiiity (ADU) is an application that aHows \m to work with disb. For 
details, see Chapter 9, ' Using ilie Advanced Disk I'tiiiiy." on page 223. 

■ BASlCS^JfEM is an application you can use if you want to run programs that have been 
written in the Applesoft BASIC computer language, or if you want toauthor your own 
Applesoft E^SIC program. 
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SysremTc)()Ls2 

The SystemTooIsJ disk con[ains additional system files that the Installer will ase to 
customize a system on your di,sk. It tilso contains these files: 

■ Teach is a word-processing program you can use to create your own document!) or to 
read documents created by others. 

■ RemiMe is a file that explains last-minute information about System 6. You can read it 
and print it from the Teach application. 

■ Sboriam is n file dut lists System 6 tips and shortcuts noi described in tliis manual. You 
can read it and print it from the leach application. 

■ Arcbwer is an application that allows you to back up and nsstore files and volumes. For 
details, see Chapter "Using the j\rchiver," on page 199. 

■ AppkTaik folder is a set offiles you'll need if you work on a network. For details, see 
Chapter 12, ''Networking the Apple litis." on page 271. 



Fonts 

The Foi}t^; disk contains riet\'eiica', Times'; and Courier fonts in large sizes, for use with a 
variety t)f printers. Such fonts are (^vo to Five times brj^ertkm the printed outpiu. The 
printer driverilien scales them down to provide higher print quality, 

The fonts disk also contains a folder called Goodtes, Inside Gtxxlics, you'll find 
ApplcBowI, the original bowling game for Apple II computers. AppleBowl is included as an 
interesting and entertaining bit of Apple 11 history'. 



S)TlthL.\B 

The sviithL\B"' disk contains a support application for developers who are creating 
pn.)yrams using MIDI S\'nth It includes three basic pans: a synthesizer, a sequencen and 
a MIDI driver. The LlocLimentatitjn for synthL\B is included in a Teach document on the 
s]v!hL\B disk. 



6 Cbiipferl Overview of System 6 



Exploring new features of System 6 

Experienced Apple lies users will note [hat tern 6 contains a number of features that are 
new to the Apple llr.s. This section lists the principal new features or significant 
enhancements. 

System 

System 6 includes the following Qperating system enhancements: 

■ fUe sys!e»i support: You can use Macintosh, ProDOS-, Pascal, or Apple II DOS 3 3 
disks, exchanging data without conversion proj^rams. For more information, see 
Chapter 2, 'Using ihtr Installer," on page 19. 

■ improred initiaiizlng and erasing: Dialog boxes that allow you to initialize and erase 
disks have been siinplified ^ind enhanced for use with multiple file systems. 

■ improved S)'Stem speed: S\^tEm 6 oj^erates faster than previous versions. 

■ Atitofikiik disk imeriion detectio?i: The system accepts disks as you insert them, 
without requiring y<ju to click OK after each in.senion. 

■ Tab selection: \bu c^n use the Tab key to move het^veen selections in dialog boxes. 

Finder 

A number oi features are new to the Finder desktop. Unless otherwise noted, see 
Chapter 3, "Using the System 6 Finder," on page 4l for more information about these 
features; 

■ Help system: A window with a pop-up menu listing various topics that you may want 
to learn more alx)ut. 

• Wfmhtcs menu : A special menu allowing easy navigation between multiple open 
windows on the desktop. You can even slack all open windows to order them quickly. 

■ Pivferences: New preference options provide llexibility in system setup, In addition to 
the System 5.0 preference options, you can now do the following: 
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DeJiignate whether the Finder checks for the presence uf disks in S.25-inch disk 
drives when it starts up. 

a Custtmiize the amnuni of information you see about items in a uandow, 

■ Windoif infonmn'ori: Open windo^^ show file system InformEiiion in addition to 
iiiforiiiation about [he si^e of the tlisk. tape, iir folder De[x.'nding on the [ireferences 
options selected, windows ain alst* displav informatitm about the available volume 
space, nanie. kind, antl aivr files and folders shown in the u'ind(>w. 

■ E\fe}}SiO}ts: System 6 provides developers with support for extensions, or programs 
thai acid functionality to the Finder. EasyMount (or "Create Serv^er Alia-s") is such a 
Finder extension. Installed via the **Network: AppleShare" up(tate. it allow^s network 
users to log on tti a sen,er quicldy and easily. For more information about EasyMount. 
see Chapter 12, ^'Nct\\-orking tlie Apple llGS," on page 271. 

Installt^r 

The following features are new to the Installer applicatinn (for more information, see 
Chapter 2, "L sing the Installer," on page 19): 

■ Ecm Vpdate: A single-button process simplifies installation 

■ New Scripts: A number of new opEions greatly increase sv-stem functionality 

Applications 

In addition to the Finder and BASIC.SYSTEM, five other applications are included with 
System 6; 

■ The Teach word-processing application includes staled text, and text editing and 
search capabilities, For more information, see Chapter 6, "Ubrking V^'ith Applications " 
on page 135- 

■ The.VdVr^r backup program is new to the Apple llGS. F^specially useful for hard ilisks, 
Archiver allows you tt) back up infttrmation to tape, floppy tlisk, another hard disk, or a 
file server (if you air connected to a netw{>rk server), ^bu can back up and restore an 
entire volume or selected files from a volume. For mure information, see Chapter H, 
"Using tiie Archiver," on page 199. 
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■ Thi^ Aelmjced Disk L-Ulify (ADU), u cli.sk preparation program, includes these new 
features (for more information, see CKapter 9, "Usin;^ the Advanced Disk Utility,"* on 
page 223); 

" New mterface: 'llie ADU interfece ijs simplified for ea5)' operation. 
D Extended fornuu : SDV allow:^ you to prepare a hard disk fcir use with both the 
Macintosh Hierarchical File Sy-stem (HFS) and ProOOS file systems. 

■ The Sy'S[eni 6 Program iaundjer i.s built into the systeni. ^'hen the Finder is not used 
as the startup application, the Program Launcher aHows vou lo select and open 
applicatifMis. 

■ syntbLAB. a support program for MIDI developers, includes a synthesizer, a sequencer, 
and MIDI driver. For more information, see the documentation included on the 
synthL^B disk. 

Desk Accessories 

S^'stem 6 includes two new desk accessories, or mini-appUcations, that you can use without 
lea\ingyour main application, 

■ Find File. Helps you quickly locate files by searching all current volumes for files that 
match, contain, start with, or end with the filename— or partial filename— that you 
specify 

■ Cakuknor, Provides a calculator with basic math Hinctions as vveii tis decimal aiid 
hexadecimal conversion 



Control Panels 

A number ( if Control Panel features have been added to System 6. Individual Control Panels 
now provide more efficient access to features of your system. For more intbrmaiion about 
these new Control Panels, see Chapter ^ "Using the Desktop Control Panels," on page 171. 

These Control Panels ai'c part ofSysiem 6: 

■ Gemral: Combines a number of control panels to save disk and screen space 

■ Ncinwr. Allows AppleTalk" ncm'ork usei^i to easily rename network printers 
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" SetSian: Lets wu choose an application to open autc>niatically at startup 

■ FbklerPni': Allows you Id spt^cifj' default privileges for folders 

• Network: Lets you select PraDOS 8 or GS/OS* as the startup operating ft}^tem 

■ Net Ptituer. Allows network users to direct printing to a specific netu^ork printer 

Reviewing computer techniques 

Tliis manual assumes that you've already looked at the tour that came with your computer 
or worked through the hands-on tiitoriEil in the manual that came with your computer or 
that you're experienced with Apple ilGSor Macintosh computers. If necessary, you can turn 
to the chapter of this book that contains reference material about specific tasks you wane 
to do with your computer. 

If you need reminders about the basic skills you use when working with the desktop and 
the mouse, you'll find them in the following section. 



The desktop 

^'1ien you're ustnti the Finder, the colored or shaded area that appears on the screen is 
called the desktop, Ixrause vtiu use it in much the same way you use a desk. Y(ju can lay 
out the electronic documents and folders you want to work with, move them around, put 
some on top of others, and even discard tlie tsnes you no k>nger need. Ulien you start up 
your computer with SysteniDisk the desktop l(x>ks like the illustration in Figure 1-2. (If pu 
start up from another disk you see a different disk icon or icon name.) The Finder is an 
example of a desktop application; you can learn more about It in Chapter 5, "Using the 
System 6 Finder, " on page 4h 
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Figure 1*2 System 6 de.sktnp iifitr staitinj^ up fn:>m Svslcm.Di.sk 



Icons 

Icons are symbols on your computer desktop screen that correspond to ihe objects you use 
at :i df.sk (drawers, file foklers, pencils, and paper] or to something else you can select for 
an action, such as an application. 



Mtniiiii 



Disk icons are like dmwei's, Just as a desk drawer contains folders. 
dfKument-s. rulers, and paper clips, a disk contains both your work and 
the softi^'are tools you use to create it. Disks come in three types; hard, 
3.5'inch floppy, and 5.25-inch floppy, k unique icon indicates each t^^'pe. 



Folder fcons like file folders. Vbu use folders to organi7e and store 
your work with meaningful names so you can find i: again later. 



Application kotis n^present soft^v'are programs. These are the lools you 
use to do your work. The Teach icon ai left is an example of an 
application icon. 



□ 



[)ocumm( icons represent the documents, orfiles, that you create ^ith 
TOur software programs, Miiny of them are shaped like a piece of paper 
with one corner folded down. 
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A few iconSt such as the Trash, have functions thai don't fall into the 
other categories, lliese icons liave unique shapes, 



Evm- company that creates prcKlucts hv [he Apple IlGS designs its own icons, \oy1l see a 
new and different ici)n when you first use such products. 



Mouse techniques 

You can do most evemliing yoi; need to tlo ^ iiU yonr computer by usint^ just a fe\\' nitjuse 
techniques, (Some prtigmms, however, do not suppon use of the mouse.) Inseri the 
Sysiem.Disk disk into y(]ur startup disk drive and switch tin yourcomputer to practice these 
techniques on the desktop of your Apple UdS computer 

Moving the mouse 

Wlien you use the mouse, the end of tlie mouse where the cable is connected should be 
pointing away from yott. Rcsi the heel of vour hand on vour desk, and move the mouse on 
your desk in tliesume dircctitin that \'ou ^I'anr ihc arrow pointer move on the screen. 

The distances that the mouse and the pointer move are not necessanlv the same, if the 
mouse moves an inch on )^)ur desk, the |x>inter may move more than an inch on the 
screen. Tliis can Idc adjusted in the General Control Panel; see Chapter ^. Lslng tlie 
]!3esktop Control Panels," on page 171 for more information. 

If you run out of room to nK)ve the mouse, you can pick it up and put it down 
somewhere else. Moving the mouse in tlie airtlocs not move the pointer on the screen. 
See Figure 1-3. 
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Figure 1-3 Moving the armw painter by moving the mouse 
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Figure 1-4 I i.sin^ the mtjuse to point 



R)intmg 

Ym point to an tjbject on Uie desktop by moving the arruw pointtrr until Lhe tip of the arrow 
is o\'er the object 



Clicking 

You dick by first pointing to an object, anc! then pressing and releasing the mouse button 
once. Don't move the mouse while you click, The action you take is always (he same; 
Position the pointer, press the mouse buiion, and release it. Clicking is the way you select 
an object upon which you want to perform an action. 



Pressing 

You press by first pointing to an object, and then pushing down steadily on the tnouse 
button without mo^dng the mouse. 
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Figuie 1-5 Mouise tecliniques 
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Drawing 

You {irag an ohjeci by first pointing to it, then pressing and holding down the mouse 
button, and then moving the mouse in the diiection you want to move the object. An 
outline of the objeci moves along with the pointer. Wlien you release the mouse button, 
the object moves to the new location. 

Doubie-dicking 

You doubk-dick by fir?it pointing to an object, and then clicking tlic mouse button ru'ice. 
Don't move the mouse \\'hile vou double-click. Getting the liming right sometimes fakes 
practice. The speed of the double-c]icl< is adjustable in ihc General Control Panel; see 
Chapter ^Hsing the Desktop Control Panels," on page 171, for rtiore information. Double- 
clicking a disk, folder, or application opens it, 

"Slien you double-click a disk or folder icon, its contents are displayed in a window, \bu 
can i:lose the window by clicking once in the small box at the upper-left corner of the 
^^dndow. Tills lxi\ is called the dose box (see Figure l-(i),\X1ien you doubleclick a 
dtK'ument icon in some applicatio[b, ih.e Fiiuler instructs die application to open the 
document. [If the Finder can t locate the application, the system present> dialog boxes 
that allow you to locate die application. For more information, see "Staning up an 
application," on page 13C>0 Other applications do not support starting up by double- 
clickin^^ a dtrunieni; you'll have to launch die application finst, and then open the 
document. 

To clo.se a d;x:ument. you click its close b[">x: ho\ve\'er. the application remains open 
until you quit it by following the rules of the application. 



□uSt: bm 



items 



Figure 1-6 The dose hnx of 1 window 
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Menu commands 



Menus are iisth of anions, also called cQinmands. that lell [he computer whai you want [o 
do, The menus that appear across the lop of ihe computer screen vary with each 
application. 

To view 'A menu, you p<witiQn the pointer on the menu title, then press and hold down 
the mouse button. You can choase a command by dragging down through the menu to the 
command you want, and then releasing the mouse button. For mtjre Inftjrmadon, see 
"'W'brking with menus," on pge 43. 

Tliere are several correct ways Eodo tasks on the Apple IlGS computer. In Chapter 3, "Using 
the System 6 Finder. ' Chapter 4, "Working With Disks ' iind Chapter 5, "Woi klnp U'iih Files 
and Folders," youll find information about the many ways you can get things done. The 
method you use Ls laigely a matter of person^ preference. 

This chapter lias given you an overview of System 6 for the Apple IIgs. The rest of the book 
contains reference material in specific aspccLs of System 6. You can refer to the appropriate 
chapter when you want to learn a panicular task or operation. 
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2 Using the Installer 



This cliapter explaiHsS how to use the Installer, a program on the Insiail disk that le[.s you 
customize stanup disks, a.s well as install appliattons on any disk, \bu use tliL- Installer to 
create or update a startup disk to ineluJe suppon for specific devices and capabilities you 
warn to ust with your computer. You also use it tn remove capabilities you don't neeil , Tlie 
first section tjf this chapter explains the Installer options. 

The instrurtitins in this chapter assume that you have at least \wo dtsk drives. One ofthem 
must he a 3.^Hnch drive, and the other can he a 3.5-inch drive orchard disk. 

This chapter contains information on these topics: 

■ learning alx>ui Installer options 

■ using the Easy Update option to create or update a startup disk 

■ using the Customized Installation option to install or remove capabilities 



Learning about Installer options 

To start up your computer, you need a disk with basic system software— thai is, the 
instructions necess^in- for the computer to start up ynd to work with the other components 
in your computer ^system. Such a disk is called a stanup disk or system disk, The Installer 
program allows you to cret^te a new startup dj.sk, to update stimup disks that have earlier 
versions of system sofi^^are. oriiiadni capabilities to existing System 6 startup disks. In each 
case, you'll be using the Installer to select updates--files that increase the computer's 
c^pahiJit\'— to assemble the configuration you need [You can also use [he Installer to 
remote capabilities from existing S\^rem 6 startup dLsks. ) 



Creating a staniip disk 

System 6 includes a disk called Sysiem Disk thai contains a minimal set of fi[e?> for you to 
use as a startLip disk. However by using the Installer program on the Itistaii disk, you can 
create your own custom system tlisk, with the particular hies that you need. You can then 
Stan up your new system disk, aad in a few moments the computer is running the desktop 
interface— ihe Finder, your "base of operations'" application, (For more information about 
the Finder, see Chapter 3, "Using the System 6 Finder/' on page 41.) 

If you want to use a hard disk or a high-density (1.4 megabyie) floppy disk as ynur 
startup disk, you use the Customized Insialkition option of the Installer to install the 
"System 6: Hard Disk or FDHD" ufxlate. Forinsirucdons, see page 31- 

If you plan to use an 800K (kilobyte) Hoppy disk as a startup disk, you can use the Easy 
Update feature of the Installer It cneates a minimal installation that includes support for 
your monitor and floppy disk drives. If you install on a disk that already has support for 
printing, the Easy Update option ^ill also automatically update your printer driven 
However if you instalE on a disk that doesn't already include printer support. Easy Update 
does not provide it. If you want support for printing, you'll need to use the Customized 
Installation optkin of the Instiiller 

In the case of BOOK startup disks, it's especially importiint to note that the Finder is no( 
required for the lijnciioning of System 6. Because disk space is at a premium^ you may w^'ani 
to do without the Finder to make room to add other capabilities to your disk, ^"hen the 
Finder us not present, the System 6 Program Launcher— louilt into the system— allows you 
to launch your applicadons. You can create a new system disk without the Finder by using 
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ihe Cusiuniizcd Installation option to install the "S)'stem 6: No Start" update. You can 
remove the Finder from an existing siariup diik by selecting the FiMer file In your System 
folder and dragging it to die Tnsh. The disk from which you remove ihe Finder must not 
be the start-up disk you are currently using. 

Warning Be careful not to remove the Fiader from your uriginaJ System 6 startup dusks, 
only from backup lopk^s you have made. That way, if you change your mind the application 
Is still available to you. a 

For instructions on usltig the Easy Update option^ seepage 28. For in.structions on using 
the Customized Iiistallatlon option, sec page 31. 

♦ Note .Although you can als*.i use tt^t Eiby L pdatc option to cnsate a mininnim 
Installation on a hard disk, using the Customized Installation option allows you to take full 
adv^jjitageofSystem 6 features. ♦ 



Updating a startup disk 

If you purchased System 6 to upgrade your Apple liGS and if you have a hard disk, you can 
use the Easy Update option of die Installer to update the system software you already u.?e 
to start up your computer The Installer is "smart"; il can tell what capabilities you use, and 
it updates your e\isting syj;tem sofn^are with the appropriate ne^' files. 

If you are an upgrade purchaser and you don't have a hard ilisk, you probably should 
create a new system disk, rather than updating yOLtr existing system disks. The System 6 
files are larger than previous system files, and it s likely that there won't tx* enough rtK>m to 
update your existing BOOK startup disk. 

If an application startup disk doesn't include suppon for the Finder, you can install 
?Mer siippoa-^f (here's enough ivoni on ibe disk. However, before installintj Finder 
support on an applicatiton startup disk, be sure to read the following warning. 
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▲ Warning On many applkiiciun tSisks [hat don [ contain the Finder ihe siaitup applicaEion 
i.s called Start and is in the System Folder. If that's the case with your appliaition disk, 
installing the "■S\^!cni 6: On 800K Disk" or "System 6: Hard Disk or FDHD" updates will 
replace your application with the new Start file. As a results the disk will start up wilh the 
Finder but will net k)nger contain yoLir applicatkHi. \bu can 3\'oid the prt^bleni by installing 
the "System 6: No Start" update, a. 

To update an existing startup disk, you use the Easy Update feature of the Installer, For 
instructions, see "Using the Eas\' U[xlate opEion," on page 28, If you are an AppleShare^ 
user, or if you use additional peripherals, you also need tt) add the appropriate updates to 
\'Our startup disk; go on to the next section to read ahouc adding specific capabilities. 



Adding capabilities to a System 6 startup disk 

An 800K 3 5-inch stanup disk dtjesn t have room for system software to suppon all of the 
peripheral devices that work with the Apple IIGS. As you add capabilities to a startup dLsk, 
the number of files loaded at startup time becomes larger and it lakes longer to launch the 
Finder {or the application). For that reason, most startup disks contain only the system 
.software necessary to support standard capabilities. 

If you want optional capabilities thiit are not supponed by the sofrware on your startu]) 
disk— for example, if y(3u want to use a device such as a hard disk or a CD-ROM drive— you 
use the Installer to adtl the necessar>' softw^ire update to the startup disk. If your startup 
disk contains capabilities that you don't need,, you use the Installer t(5 remove them. 

If you want to add capabilities to— or remove tlieni fn".)m— an existin^j System 6 startup 
disk, you use the Customized Installation feature of tlie Installer For n"ii>re inf(>rmaticjn, 
read the next sections, describing the majiy capabilities that are a\'aibbk. Then go on to 
"Using the Customized lnstallatk)n option, 'on page 31. 



Using optional capabilities 

Before you use the Installer, you must decide what capabilities you need on your startup 
disk. The following checklists, grouped by category, witi help you dei:erniine the 
appropriate updates, 
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Disk drires and storage devices 

■ IJ'yoii bai'G an Apple UmDisk™3-5-if^cb disk drive* (as opposed to an Apple 3.5 Drive 
or SuperDrivc""), install tlic "Drive: UniDisk 5-5" update. 

* Tlie easiest way to lell the difTerence bet^'een UniDisk drives and Apple 3.t Drives 
or SuperDrives is by color: UniDisk 3.5'indi drives are white, Apple 3.^ Drives aiid 
SuperDrives are platinum, the same color as the computer 

■ [fvou have an Apple 5-25 Orire. install ihe "Drive; Apple Disk update. 

■ If YOU hare a SCSI bard disk install the "Dri;^: SCSI Hard Di.sk" tipdaie. 

■ IfyoK ijare a SCSI tape drive, install the "Drive. SCSI Tape" update. 

■ if you have ait AppleCD SC drive, install the "Drive: CD-ROM" update. 

• Ifvou have an Appit^ JJ Memoij Expamion Can! installed in a standard slot (in slots I- 
7, not the MenK)r\^ Expansion Slot), install the "Drive; Standard M Card" update. 

Primers 

■ lfyoifharemihjKtge\mer''nr!md^eWnterllpn^ 

ov tncpdcm pon. insEall ihe "Printen Iniage^riter" update. If die printer is parr of an 
Applel^iiare net^tjrk, install the "Primer: ATalk ImageWriier" update. 

■ Jf)ou hare an Ima^e'^Mter LQ primer connected directly to the printer or modem 
port, install the 'Printer ImageWriter LQ'' update, If the printer is part of an AppLShare 
network, install tlie "Printer: ATalk ImageWriter LQ" update. 

■ Ifvou have a LaserWiter' printer connected directly to the computer \ia a LocalTalk" 
cable, install the ''Printer: LaserWriter " update, 

■ IJvoii have a StyieWfder" primer, install the "Printer: St\«riter" u|xJate. 

■ If roll have an Epson or Hpsou-s!yle printer connected to your computer throu^jh a 
card in one of the internal sloLs, install the ''Printer; Epson" update. 

If your Apple llr.s is part of a net^'ork and you'll be using net\vork printers, you need to 
rest^yt your computer after iJistailin^ the appropriate updates, and then select your printer 
via the NctPrinter Control Panel. See Chapter "f^et^'orking the Apple lies; on page 271, 
for Hinher information. 
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Media devices 

• if wit hare an A^pleCD SO- drive and you umit io coHtmi ilikt the \kdia Cornmi 
hinel ami the Media Controiier desk accessory, install the Media Control: ApplcCD 
SC' upclate. 

■ IJyou bavii an AppieCD SCdrii'e mid you want to control it via tf?e CD-Remote desk 
accessory, install the "Drive: CD-ROM' updam. 

• Ifyoii have an Apple Scanner, install the ' Driven Scanner" update. 

■ If you fjave a Pioneer laserdisc p!m>er\ install the ^'Media Contn]): Pioneer 2000,"' unhe 
"Media Control; Pioneer 4200" update, 

Ifyoii have tdi three offbeavmiahie media control devices, install the "Media Control: 
Evt^rything^ update, 

■ ifyoii have an Apple U Video Orerlay Card, and you vant to use the Vida>Mix desk 
accessor)' to adjust rhe combination ofgraphics and video made possible by the card, 
or to display ti-levlsion signals or VCR output, install liie "Media: VideoMix" update. 

■ if you have MIDI equipment and plan on using AppleMiDl. install the "Media: Apple 
Minr update. If you'll be using the 68^0 MIDI card, install the 'Media: Card 6850 MIDI" 
update, 

For more irtformatton about the niuitiniedia products aud progn^ms mentioned here, see 
Chapter II, 'Comrolling Multimedia Daices," on page 251. 

Applications 

Tl^ese updates an be installed in any folder-they need not be installed in the S^^stem 
Ffsldcr ctr even on a startup disk. 

The "Application: Adv. Disk Utilit\^" uptlate places a copy of the Advanced 
_ Disk V\\\\xs program on a disk. For information on using thi.s program, 
flliu.Disk.iltil see ChaptcrQ. -'Ising the .advanced Disk Utility," on page 22^. 

The "Application: Arihiver" update places a copy of the Archiver disk 
backup program oa a disk. For information on using this program, sec 
flfchiver ^'^'iP^^^f^^' "losing the Archiver," on page 199, 
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The "Application: Teach" update places a copy of the Teach word- 
processing application program on a disk. For InforniaElon on using 
Teach, see "'Using Teach to practice application tasks," on paRc 150. 

The ^'Application: AppieBowl" update placesa copy of AppleBowL the 
first Apple II bowling game, on a disk. Instructions for playing ApplcBow! 
arc included widiin the application. 



J. 



synthLfIB 



The "Application; synihL^B" update places a copy of the synthL^^i MIDI 
devL'k)pment prognim on a tlisk. Documentation for synihlAB is 
included in a Teach file on the si'titbUiB disk, 



Desk Accessoiies and Control Panels 

These program.s, sometimes called DA^, are "mini-applications" that you can use wldiout 
leaving your main application, 

• The ''Desk Acc: Calculator" update installs the Calculator desk accessor)', which 
performs the math calculations you find on any basic pocket calculator, as well as 
providing decimal/hexadecimal conversions. 

■ The "Desk Acc: Find File" installs the Find File desk accessory, which locates a file or 
folder on your hard or floppy disk as well as any other storage device you have on your 
desktop. 

■ The "Control Pa[iei: Sounds" installs the Sounds desktop Control Panel, whicli permits 
a varict\' of sounds to he selected and linked to varit)us computer evenLS. 

File System Trauslaiot-s 

File System Transtatars (FSTs) make it possible for you to work with data fi'om other hie 
systems. They hchng to one of two categories; 

■ A read/smte FST allows you to read information from a disk into the computer's 
memory and also to write information from the computer to the disk in the same file 
system. 

■ A read-only FST allows you to rt-ad a file from a disk to memory. However, you cannot 
write information from the computer to the disk in the same file system. To write 
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information to disk, you muse eithtT copy the file to a read/wriie file system, or use an 
application lo read the file, niudih it. and then write it to a read/write file system. 

Tile foliuwing u|xlates are available; 

■ Tiic "File System: IIFS FST" updaie installs a read/write FST for the hiemrchical file 
system used by the Macintosh compuien 

■ The "File System: DOS 3.3 FST" update insialLs a read-only FST for files created under 
the Apple II DOS 3^3 openuing HjT^iem, 

■ The "File System: Pascal FST" update in.qallti a read-only FST for files created in the 
Apple Pascal deneiopment envinjnment, 

Far more information on FSTji, see "Using file formaLs and translators," on page H)9. 
Fouts 

Tlie Font updates provide font sizes i^o to five times larger than the size displayed on the 
screen. Altiiou^h System 6 attempts to scale fonts to the size you request via your 
application, installing the.^e latter fonts allows you to get better quaJit\^ output from your 
printer. The chan belt ^w illustrates the relationship of the bu^er fonts to the size vou sec on 
your screen ft ir each specific printer. 



Table 2-1 Font sizes used For various printers 





Font enJargemcnt 


Screen size 10 pL Scttcn aizc 12 pt. 


ImagtfW'riter 


Ix 


20 24 




3x 


50 36 


LaserWriier 


4jc 


40 48 


StyieWfifer 


5x 


50 60 



The following updates are avttilabJe: 

■ The "Fonts: All" update installs Courier 9-42, Geneva 10-24. Helvetica 9-96. 
Shasion 16, Times 9-96, and Venice 12, 14, and 24. 

• The "Fonts; Standard" ujxiate ^^st;^ll^ Courier 9-24. Geneva 10-24. Helvetica 9-24, 
Shasion 16, Times 9-24, and Venice 12-24. 
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■ The Tunts; Minimum" upilate installs Courier 10 and 12. Geneva 10 and 12, 
Helvetica 10 and 12, Shaston 16. Times 10 and 12. and Venice 14. 

♦ Note If you are using an 800K startup disk, you wii! not have room to install Fonts. 
Shaston H, built into yuijri.-omputCT, is the font you'll use for printing. ♦ 

Spedal Aids 

These updates install progoinis designed to make it easier for people ftiih special needs to 
use a computer. The folkming updates are available: 

■ The ^^Siiiecial Aids; CloseView" update in.stalls the CloseView desk accessor)', which 
niagnihes the screen by a,s much as twelve times. 

■ The "Special .^ds: Easy Access" update installs Stich^ Kev^ and Mouse Keys, programs 
that assist people who have difficulty t>ping or with mimipulating the mouse. 

■ The "Special Ms: VldeoKeyhoard" update installs the Video Keyboard desk accessory, 
which provides a M\\ capable cm-screen keyboard. 

Network support 

The system tools disks contain several updates specifically for network users. Before you 
install any of these updates, refer to Chapter 12, "NetiA'orking the Apple IIGS," nn page 2^1, 
for advice on which updates you'll need> as well as for more detailed descriptions of the 
updates. 

These are the updates that pertain to network use: 

■ The "Net^^ork: AppleShare" update installs networking software on a hard disk. It must 
be installed alon^ with the ' System 6: Hiird Disk or FDHD ' update. 

■ Tlie "NetP^'ork: AppleShare, 3.5" Disk" update installs networking and system software 
on an HOOK floppy disk. The installation does not include the Finder. 

■ The "Printer; ATalk ImageWriter" update installs suppijn for net^'{)rked ImagcWriter 
printers. 

■ The "Printer: ATaJk ImageWriter LQ** update installs support for net^'orked ImageWriter 
LQ printers, 

■ The "Printer: LaserWriter" update installs stippon for networked LaserWriter printers. 
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■ The "Network: Locai Startup" update installs nctoirking and system s(3ftiK'are (hat 
allows you to sian up over the ner^'ork, assisted by a local disk. 

■ Tlie "Xetwork; .^isrotle Updates" updates .Aristotle menu managdmcnt sofn^are on the 
network ^tn'cr so that ii sims up over tlie network more efBcientiy with Sv.stem >C or 
later. It should he installed by the network adminbtrator 

■ The "Neru^ork: Printer Namcr" ii|3date pro\ides software for naming net^vork printers. 
It should be installed by the net^vcrk administrator 

■ The "Network: Server Startup" update provides softw are for staning up from a network 
server without using a local disk, It should be installed by the network administrator 

■ The 'Network: Sender Quick Logoff " update provides software that allows users who 
Stan up over the nen^T>rk to log off by quitting their applications. It should be installed 
by the network administrator 

If your Apple lies is part ofa network and you'll be using network printers, you need to 
restart your computer after installing the appmpriate updates^ and then select }'our printer 
via the NetPrinter Control Panel (see Chapter 12, "Networking the Apple llGS," on 
page 2^1 J. 



Using the Easy Update option 

Ifyou're creating a new stanup disk on an Apple SuperDrive or a hard disk, the Installer 
E:isy Update provides all the software Apple recommends for using an Apple 3.S-inch 
(HOOK) or S.2S-inch diskdrive, a SCSI hard disk diive, the Ima^eWriter printer, and a modem 
with your Apple IIGS. If you>e creating a new BOOK startup disk, Easy Update provides 
supptirt for rtoppy tlisk drives. 

If you're using other peripheral devices, turn to "Usin^ the Customi7ed Installation 
option;^ on page 51 for instructions on how ro install additional capabilities. If you're 
working on a network, turn to Chapter 12, Networking the Apple litis," on page 27L 

More you tegin the installation pnocess, have these disks liandv; 

■ imUUi 

■ SystemToolsl 

■ SysiemToo/sJ 
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■ a 3-5-inch disk (unless you Ye installins? on 2 hard disk), or an exiscing stanup disk with 
an earlier verskm «f sv-steni software, (Ifthedisk is write-proiected. reni(?ve ihe write 
protection. F{>r instructions, see ■■^■■riie-protecting ii di.sk. ' on page 94.) 



Important You cannot insiall system software on a ciisk iIilu is currently hdi\g used as the 
stailup disk. ThcIustaH di^ik i^ a .system di.sk; use it to start up your computer wlien you 
want to update system disks. (If you want to updatL^ a system on a staitup hard disk, you 
can direct your computer co start up from a floppy drive. For information, see "Changing 
the stanup drive." on page 194. You can then stan up your coniptirer from the ImUiil disk.) 

Ilie Install disk must be named histaiL and the system tools disks must he named 
Systemloolf;} -^nd SystemToohJ wlien they're bemg used with the Installer if you've 
renamed either disk, you niust change die names hack before you can successfully use the 
Insialier. 

To prevent unintentitjnal damage, always install new^ system files on a backup copy of 
your startup dusk, not <in the original . \ 



Folk)w these steps to use the Easy Update option: 

Start up the computer with the Apple IIGS Install disk. 

In a few moments you see the Easy Update screen. 



Eci^.ui Update 



Click "ED^ttUpd^tv* to in^tcli flpclt lEdS 
Su^tn Softwori ufrfion on the disk 

ditibkl Eosif Ipdfltf coi't •tidiitiii thf ' 
curpent ttnrtiit disk, the Instdll^r ( ' J 

disks. Of ntn-fTuDOi ii'iW 



V2J 



c 



Quit 
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L If you're creating or updating a system on a floppy disk, insert your disk into an 
empt>' drive. 

l^yoii re creaUug a new mtem. audihe diik is not formatted, you'll sl-l- a dialog box, 
asking if you want to initialize your !>].ink tlisk. 



/\ (S/M can't rvid this dijk {in (f»vic«.PPFlE0ISiO.S<B). Dd 



Follow these steps lo iniiialiiic a blank di.sk: 

1. Oick Initialize. 

2. Type a name for the disk. (Follow the naming rules on page 9L) 

3. Accept the default option, the ProDOS file system. 

4. Click Initialize. 

Once the disk has been formatted, you return to the Easy I'pdaie screen. 

3 Click Eas)' Update. 

You1l be prompted to insert disks as ihey are needed. Simply follow the instructions on the 
screen. A series of messages and a "thermofiieter" indicator keep you informed of the 
progress of the installation. The Installer will tell you if there is not enough room on the 
disk to perform the update. 

♦ rip for two drive systems When swapping disks during the installation procedure, 
it's most efticient u i leave tlic Llisk that's being updated in a drive :it all times, and swap the 
histaii disk and system tools disks as needetf. ♦ 

^■lien the Easy Update prtKediire is complete, you see a dialog bos letting you know 
whether the installatkm process w^s successfttf. If tlie installation prtxess fails, the diak^g 
box indicates the reason. 
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5 Click Quit [or choose Quit from the File menu) to quit the Installer, or click 
Customize to install additional updates. 

If you dick Quit, you see the S>^tcm 6 Program Launtiher, listing the contents of all the 
available volumes. To use your nw cr u|xiatcd system disk, t:tiL"k Cancel. Choose Shut 
Down from the File menu; then, after the disks arc ejected and the computer shuts down, 
insert your disk in the startup drive (if vou've created or updated a flopp\^ disk), and click 
Restart. 

^ If you imtafled on a hard ^M', you must reset your stanup slot to your hard disk. 
( For more information, see "Changing your startup drive'' on page Then click 
Restan. 

° If you imtalkd on a floppy disk, insert it in the startup drive and click Restan. 

IfyWi dick Ctiittomizi*. you see the Installer Cu.stomized Installation window. Go on to 
"Using the Custtimized Installation opnnn," next in this chapter. 

Using the Customized Installation option 

This section explains how to use the Customized Instalbtion option of ihe Installer to add 
and remove ujxiates. Although the two procedures work independeniiy, you cart do both 
once you're in the Installer. (In oiher words, if you want lo add some updates and remove 
others, you don't need to quit the Installer after adding u|xlates and then stan again from 
scratch to remove updates, or vice versa.) 

Updates that add system software capabilities are called system updates. \m can 
install system updates on a hard disk, a hard disk partition, a 3.5-inc[i disk, [:ir a file 
server volume. You can't install on a CD-KOM disc: the contents of the CL^RDM disc cant 
be changed (Remember, ROM stands for Read-Only Memory,) Nor should you try to install 
system updates on rhe following: 

■ a '5.2S'inch disk (there's not enough room for the updates you would need) 

■ a RAM disk (a RAM disk loses its memory when you shut off the power to your 
computer) 

■ an Apple 11 DOS 3 3 disk (Apjile 11 DOS 3 3 is a read-only environntenij 

■ a Pascal disk (Pascal is a read-only environment] 
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fti^l; to update: :FD>|[).lllitli 



*Sy?epi!iE- Hfl"5urt" JDilate 
*?!jstwi6. On 3M Disk 
BpElicDli«n:1ldv Di^k Ulllltlj 

RpcliCDtitn: ]|:ri:hiv(r 
ilppliciniijnr: sjnENLflB 



:!llp(|git^»l»c:i»n 



tasiUiiilfll* 




Figure 2-1 installer customised insialiation screen 



Updaies tlijit ackl applications (or update applications already on a disk) are caEled 
application updates. The application updates are Advanced Disk Utilitv, Archiver 
sytirh L,\B, Teacli, ApplL-Ecml, and the network software managemeni applicaiion, Aristotle. 

Tile Installer automatically places system updates in the appropriate location, so you 
needn't worn- about s|x:cif\-inR the correct destination. Application updates, on the other 
hand, can be installed anwhere on any disk (except synihl,^), provided you have (he 
necessar)' disk space. Vfhen you're insialiing an application update, the window on the right 
side of the Installer Customized Installation screen (see Figure 2-1) IcLsyou speciE'a 
destination for the update, You1l learn more about using this window in step 7 of "Adding 
capabilities," on page 33- 

A Important You cannot install system updates on a disk that is currently being used as the 
startup disk. The Imkdl disk is a system disk; use it to start up your computer when you 
want to crciite or update system disks. 

The histalL SystemldoisI, SysiemibofsJ, fbfits, and sy}HbL\B disks must c^rry their 
originiil names while they're being used with the Instalier. If you've ren:tmed jinydi^k, you 
must change its name l;Kick before you can successfully use the Customi2ed Installation 
option. 

Vt'ta you use the Installer to add or remove updates on floppy disks, be sure that 
you're using a backup copy of the disk you're updatinjj. \X'hen you're abiding or remtning 
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updates on a hard disk, make sure you\'G backed up your stored files. That way, your data 
will be intact if someiliing goes wrong during the installation process. A 



Before you begin thi^ installation process, have thest" disks handy: 

■ ffisfall 

■ SystemlboisI 

■ Sys{emToois2 

■ Fouls 

" s)'nihLAB (if you intend to install the application) 

■ a disk on which eo install the system updates (If the disk to be updated is write- 
pruteaa.1, remove the write protection. For instructions, see "Write-pro tecting a disk." 
on page 94. ) 



AfJding capabilities 

Once you've decided what capabilities you \^'am to add, follow these steps to install the 
necessary updates: 

Start up the computer with the Inskdi disk. 

In Li fL'w moments, you see the Installer E^sy Update window. 



i^Dp] t lies Instil Iff - Em Update 



Click "[qbs UpdnlB* to insUl I fipplt Iie& i (-,„ ii-rf-t- 
S^stn SoftMwe version fi.il di\ the disk 1 ^Pt^"^ 
':T[HD.Disk". 



Click 'Charge Disk" If 'Im Updmt' h ( cii«n»e U^k ] 

di?iiEil?d. 'Eb51p Vfdotf' tan't ledifs tlte ^ 

current ^tirtup disk, %\it Instnllfr ( r;4':' ] 



v7l 



(I lit 



1 
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2 Click Customize to see the Custnmized Installation window. 

You can also pri^ss the Kight Arrow key to get to the Customized InsKillacion window from 
the Easy Update window. 

On the left, the u[xbte selection list displays an alphabetical list of the available updates. 



fll^plMltS Iristtl l*r Kip ' CijUoffliif<l Iflslol latlin 



lH!HfilMi[Tf|i|PTIIiiiil.iMljJf instoLI ) 
»S!(4tfin 6. No "Stflrt" Updot?^^^ 

np|i'iiC'DU<iii: t\iv. 
Rppheotitin: llitcil 
Rpn 1 leirtid It: A 
Itppiicfltion.: sijinthLflB 



HWDisk m ^ 

rcliiver ill f 



Help 1 



= ftppliG<itl(]n hUtr Select ian ~ 



Disk 



i 



If necessarj', iiLsert the disk you want lo update in an enipt> drive. 

If the i\hk is not formatted, you see a dialog box» asking if you v<mt to initialize your blank 
disk. Follow these steps: 

L Click Initialize. 

2. Type a name for the disk, {follow the naming rules on page 91.) 

3. Select the ProDOS file system (unless you are not instidiing system updates). 

4. Select a file formaL (For information about disk formats, follow die guidelines on 
page 92.) 

5. Click lniiiali/:e. 

If the diik you insert i.s ncjt blank and you want to er.ise it, follow these steps: 
L Click the Disk button until the name of your disk appears. 

2. Chtxtse Erase from the File menu. 

3. T\pe a name for the disk. (Follow the naming rules on page 91 .) 

4. Select the ProDOS file nmem. 
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5. Select J file furmat. (For information about disk formats, follow the guidelines on 
page 920 

In a moment, you return to the Cusiomtzed Installation window. 

If necessa^}^ dick the Disk button uatil the name of the disk on which you want 
to install updates appears to the right of the words^ "Disk to Update". 

You cati also press Coniniand-Tab to chouse another disk to update. 
Select the updates you want to install. 

7d select a shigh update, simply clirkits name in the window on the left, ( You can also type 
ihe ftrsi letter of it?^ name to jump to the uptiates starting with diat letter, or use die Up and 
Down Arrows to move the selection up and down the list.) 

lb get infonnation about cm update, select it, and then click the Help button, choose 
Installer Help from ihe Help menu, or press Command-?. 

Ibseiect tu^ or more consecuiire updates, dick the first name and then hold down one of 
the Shift kevs while vou click the last name. 

Ibselea updates that aretf! grouped iogetber click the first name and then held down the 
Command key while you click each additional name, 

If you Ve selected any application u|xbtes, a director}' of the selected disk appears in the 
window on the right. You can press Tab to move between the update selection list and the 
application folder selection list. (Ifyou haven't selected applicadon updates, skip to step 7.) 

If youVe selected application updates, open any necessary folders untiJ the name 
of the folder in which you want to store your application appears above the 
window on the right. 

To open a folder, click its name or icon in the window on the right and then click the Open 
button. Or just doubie-click the name or icon. 

(You can also press Command-Down Arrow to open a folder, and Comniand-Up Arrow to 
clase a folder Command-Esc takes you to the root level of the list.) 
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You can create a new folder in which to insEail updates by clicking the New Folder button. 
A dialog box appears asking you to provide a name for the new folder Type a name and dick 
OK. 





mi%\\i nnf folder: 




|Negar.Folil;r | 







If you've selected more dian one application update, select a single (older in which to install 
all {)f them. (If you want application updates to be in different folders, you must install them 
separately. ) 

♦ Note Installing applications tn a Folder is not required. If you don't open or create a 
folder, your applications, will be installed ai the root level. ♦ 

7 Click InstaU, 

You're prompted to in.scrt the hisiall disk and the .wstem tools disks ;is jhej' are needed. A 
series of niessiige.s and a ^'therm(5fneier"' indicator keep you informed about the progress 
of the installation. 

♦ lip for two-drive systems ^lien swapping disks during the installation procedure, 
it's most efficient Eo leave the disk that's bein^ updated in a drive a( all times, and swap the 
Install disk and s^'Stem tooU disks as needed. ♦ 

^■■hen all the update procedures you selected are complete, you see a dialog lx)x letting you 
know whether the installation process w.as .successful If rhe installafion process can't finish, 
the dialog box indicates the reason. 

8 Click OK. 
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Click Qui! (or choose Quil from the File menu) to quit the Installer or select 
additional updates to install op remove. 

Ifyoti dkk QnU, and if you started the conipiner with the imtail disk, you see the Sysrem 
6 Program Launcher, 

■ If you created or updated a stwinp disk, dick Cancel, then choose Shut Down from 
the File menu. After the disks eject and the computer shuts down, 

^ ffvoii insiaihdon a bard disk you must reset your stitrtup slot to your hard disk, 
(For more information, see "Changing the startup drive," on page 194.) Then click 
Restart, 

L ijyou insiaiied on a floppy disk ii^seri it in the startup drive and dick Restart. 

■ If you 'iv imkilled iipd^iies other than system udpates, click Volumes to see all the 
volumes you hu\-e on iitie. Select a voiume and click Open (or duublc-click the volume 
name). Then select an application you want to use, and dick Open (or double-click the 
application name). 

Ifymt want to install or remove updates, you must launch the ln,staller again. From the 
Program Launcher, select Installer, double-click to launch the Installer, then .start from step 
2, or go on to the next section, "Removing capabilities. " 



Removing capabiiities 

The more system updates you include on a startup disk, the k)nger it takes the computer 
to Stan up from that disk. And when you're working witii 8nOK 5 .S-inch disks, spiice is likely 
to be at a premium. For lx)th of these reasons, you may want to remove capabilities tliai you 
use infrequently or not at all. 

Important Don't remove any updates from ihe (nMtl or system totals disks, \bu may 
need to use these disks as the sources ol" updates in the future. 

Tlie procedure for removing capabilities Is similar to that fur installing tliem: 
Follow steps 1 through 4 under "Adding capabilities" (on page 33)- 



Using the Cusconiiied Installation option 37 



2 



Select the updates you want to remove. 



To select a single iipdatLK simply dick its name. fYou cun also t\-'pc the firsrlcrtL^rofits name 
to jump [(^ tlie Lipttates rh:K stari witli thuT letter, or use [he Up untl Down Arrows t(j move 
the selection up and down [he list.) 

Ibselect two or more cunst'cutive updates, click the first name and then hold down one nf 
the Shift keys while you click the bst niinie. 

To select updates that m en ! gmuped together, dick the first ntimc and then hold ck)wn the 
Cummaiid key while you click eadi iiddiliona! name. 

If you've selected any application updates, a directory of the selected disk appears in the 
window on the right. If you haven't selected application updates, skip to step 4, 
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A Important Some updates cannot be removed If you fvelect one of these, the Remove 
button will be dimmed and you cannot click it. a 

3 open any necessary folders until the name of the folder you want to remove an 
update from appears above the window on the right. 

To open a folder, click its mime or icon in the window on the right and then click the Open 
button. Or {usi double-click the name or icon. 

CVbu can also press Command-Down ^tow ro open a folder, and Command-Up Arrow to 
close a folden Command-Esc takes you to the root level of the list.} 
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Click Remove, 

Aserieii of message?3 keeps you inforrriL-d of the progress uf each removal. 

When the removal procedure is complete^ you see a dialog box letting you know whether 
the removal was successful If the removal can't be completed, the dialog box indicates the 
reason. 

Click OK, 

Click Quit (or choose Quit from iht File menu) to quit the InstaUer, or select 
additional updates to add or remove. 

If you dick Quit, you see the System 6 Program Launcher. Click Volumes to sec al! the 
volumes you have on line. Double-click a volume name to see its contemn. You can then 
select an application to use or you can click Cancel, and choose Shut Down from the File 
menu. 

If you want to histaU or remore updaies. you must launch the Installer again. From the 
Program Liuncher select Installer, double-click to launch the Installer, then return to step 
2 of these instruL'tions. 

All the items you remove from your startup disks still exist on the system tools disks, which 
you should store in a safe place. Removing them from your st:tnup disk does not mean you 
won't have access to them in the diture. If you keep vouv SysteniDisk. Install iind system 
tuuls disks secure, you always have the ability to create a new s>^tem configuration for your 
computer 



Using the Customized Installation option 39 



Using the System 6 Finder 



Ifyou haven't used Ehe features of the Finder before, you'll wanttoread thisihapier It tells 
pu how to give instructions to the computer, arrange the items on yourdesktop in the way 
that*s most convenient for you, manipulate files and folders, and rename icons. Even tf 
you've used an Apple IlGS or a Macintosh computer, this cliapter contains information 
about desktop features that are not included in earlier Apple liGS iiysiems or in the 
Macintosh. (For information about features tiew to System 6, see Chapter 1, "Overview of 
System 6,") This chapter also provides a handy reference when you need a reminder about 
how to i>erform desktop management tasks. 

This chapter contains information on these topics: 
• using the Finder 

■ working with menus 

■ using menu com mantis 

■ working with windows 

■ working with icons 



Using the Finder 



The term desktop refers in the area you see on your screen when you stan up the Finder 
appliaikm, You jiet ti) the Finder by staitinjj up with System.Dtsk or with anoiher ]i:irtl (jr 
Noppy t[isk *m which ym iiave iiisulled tfic appropriate system update, (For inforn^ation 
aboui installin^j system upilaies. see Chapter 2, "l 'sing the Insialter " on page 19- ) The 
desktop his a menu bar at the top. a work area, assorted icons represe[Uing tiisks, folders, 
documents, and applications, as well as the Trash, llie desktop is the place where you 
organi2e ytjur work: what you want to keep, where \'ot] warn to keep it. what yttu w^nt to 
work with, what you \\ani to ciitplicate or rename, and what you want to discard. 
Figure 3-1 shove's iIk Finder desktop. 

Tile Finder manages all these tasks that you'll be doing regulariv; 

■ organizing files and folders on the desktop 

■ mant[uilaiing files, folders, and disks 

■ ejecting disks 

■ initialising and erasing disks 

■ launching applications 

■ getting information about your documents, foldera, disks, and applications 

■ shuriing down or restarting your computer 

<fc F1I> Edit WinJowi Viw il:i!.k Sffwial 





Figure 3-1 The Finder Desktnp 
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Ygu work in the Finder by selecting and dragging icons, by double-clicking, by chotjsing 
commands from menus in the Finder menu b;ir. :intl by typing ke\iinard ronimands that 
activate menu items. Just as other applications let you creaie and manipulate words, 
pictures, or numbers, the Finder lets you manipulate documents, folders, disks, and 
applications. 



Working with menus 

The Finder lets you work with vour comptiter withotiE having to memorize commands, All 
the commands vou need are available to vou in the Finder menu^, and you can pull down 
a menu at any time to see which commands are there, 



Pulling clown a menu 

Follow these steps to see the commands in a menu: 

1 Position the pointer on the title of a menu in the menu bar at the lop of the 
screen. 

nt~Til&^ Erfit Hirnlwr Vii^ Bisk Dnlor 1 

2 Press and hold down the mouse button. 

The menu comes into view. As long 2s you hold down the mouse button, the menu remains 
visible. 



Clue an 



IliiiiUmt.,, -a 
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Release the mouse button. 

llie menu tlibiippears. 



For a summary oF the commands in each menu, see "Using menu commands " on page 4^. 



ChD(3sing a command from a menu 
Follow these sieps lo choose a command from a menu: 

1 Position the pointer on the title of a menu m the menu bar at the top of the 
screen, 

2 Press and hold down the mouse button^ 

The menu comes into \1ew. (See step 2 on the previous page.) As long as you hold down 
the mouse button, the menu remains visible, 

3 Drag down through the menu until the name of the desired command is 
highlighted^ 

If a command name Is dimmed— thai is, if it appears gray instead cf black— the command 
can't be chosen. Commands are dimmed whenever diey would have no effect; for example, 
tf there's nothing in the Trash, [he Empty Trash command in the Special menu is dimmed. 




Release the mouse button. 

The ctjmmand you have chosen fishes and takes efol immediately 
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♦ Keyboard shortcuts Many commands have keyboard shortcuts that let ynu give the 
commaiKl without pullinj^ down menu :tiul choosing the command name, Tliese 
shortcuts are listed to the right of the L'orrespondtng command names in the Finder menus, 
To use a kcytxurd shortcut, simply hold down the Command (St) key while you pres.s 
and then release the appropriate letter To give the Icoti Info command, for example, you 
can press Command-I. (You 11 find a listing of other tips and shortcuts in the Shortcuts file 
on the Syslem7bols2 disk. You can use the Teach application to read the file.) ♦ 



Using menu commands 

Tfie Finder menus allow you to do all your deskiop-related tasks. Until you know- the 
content of the menus by heart use the following pages (o help you learn the location and 
function of each command. 



The Apple menu 

This section briefly describes each command in the Apple menu. In 
utidition to the three commands described here, the Apple menu lisi-s 
:iny other desk iiccessories that you install on your startup disk. Desk 
yccesbories are "mini-application" programs that you can use without 
leaving the application you Ye using. They are available through the 
Apple menu, either in the Finder or in other desktop program.^ that 
support the Apple menu. 

Aboul the Finder 

Displays a box showing useful information abotu how system memon^ is currently 
allocated, lliis box shov\s you the total memory used by the computer and the total 
memory available for your use. It also itemizes the memory allocated to the Finder, System, 
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de^k accessories, and setup files. Tht^ authors, version numbers of the Finder and System, 
and the copyrighi infurniation are also displayed. 



=□ About the flppU IlBs Fifnigr''' = = 

Findei' 6-0 by flndu Nicholas and Dove Lyons 

Sast«n6.l] Copyright l'9S7-92, Apple Computer, Inc. 

Finder im De$k flcces^ories 214K 

Sastpni 1^1BK Setup files 25MK 



To make ihe box disappear, click in The dose box, the tiny |-k*x at the upper-left corner of 
the windcjw. 

Help 

Displays a window cuntaming a pop-up menu of help information about Finder operations. 





Topic D^if^fiHelp ^ ^\ 


To get informction on different Finder features, 
cheese a f &atur? fron the pop-up nt^nu obove. 




IJhen there isnor^text thonwill fU in tlie 
Nindon, you con use th? %croLl-bar an the righi to 
see the rest. 






To use the menu, position the pointer t m the Topic bos. and then press and hold [he mouse 
button to scH.' your rtptions. Drag the mouse to the option you want, and then release the 
mouse button, \bu1l see a window describing? the option you chose. Some of the 
information Ls too extensive eo fit inrci the window; use the up and down arrows to the right 
of the text to see all of the information, Whi^n you finish reading the information , click the 
dosebox at the u[iper-left corner of the ft'indt™'. You now return to the Finder 

♦ Shortcuts The Shortcuts file on the SysiemJooisJ disk ILsts shortcuts you can use with 
System b software. Use the Teach application to rend the hie. ♦ 
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Control Panels 



Displavs the desktop Control Panels, which let you customize many features of your 
computer. For information on how to make changes in the desktop Control Panels, see 
Chapter?, "Using the Desktop Control Panels," on pa^e 171. 
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Tlie File menu 

This section gives abriel explanation ofeach command in the File menu. 
These comnnands help yott manipulate desktop ttems; you use the File 
menu to ireaie new foldtrs, tipen icons, close windows, duplicate files 
and ftilders, print files from the Finder, and check desktop items for 
damage. 



New Folder 

Places an empt>' folder in the active window. The folder can then be used to hold 
dwumenis. applications, or other foEden>. If no window?; LirL^ active, the New Folder 
command \i dimmed, FtTr i nsuiictions on using this command, see "Creating a new folder," 
on page 120. 

Open 

Opens the selected icon or icons. If the icon represents an appUeaiion, opening it usually 
gives you a new, untitled document. For instructions {)n using this command, see " Opening 
Icons," on page 72. 
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Prinf 

Allows you to select document icons from rhe Finder for priiuing. The command launches 
the application thai praluccd thcdcKunient and instructs it to print to a connected printer. 
Note that many applications don'tsupport printing from the Finder. In such CiLses, you must 
first open tlie application, and then open and print your document. (Remember, if you are 
working with an 8Q0K liEartup di?^k, you must instiill tlie appropriate printer update. For 
information about installing updates, see Chapter 2, "Using the Installer." on page 19.) 

Close 

Closes the active window back down to its icon— which remains selected. The next open 
window, if there is one, becttmes the acdve window. For instructions on using this 
command, see "Closing a window," on page 66. 

Close All 

Closes all windows. For instructkjns on using this command, see "Closing a w indow." on 
page 66. 

Diiplicale 

Makes a duplicate copyoftheseleLted file or folder and places it in ihesame window as the 
original, Dupltcaies items are shown with a 2 after the name of the original. Duplicating a 
folder duplicates the folder and all its contents. For insfructions on using this command, 
see 'Tlacing duplicate copies of Ries and folders in the same window," on page 123. 

PutAway 

Returns aJI selected files on the desktop or in the Trash window to the window from which 
they were most recently moved. The Put Away command also removes disk icon^i from the 
desktop (if they are removable). Choosing Put Away sends a selected removable tlisk icon 
to the Trash, causing ii lo eject. For instructions on using this command, see 'Tutting away 
desktop icons," on page 75. 
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Validaie 

Lets you check a disk, a folder, or a file for damage. For instructions on using this command, 
see "Validating tiles," on page 132. 

Tfie Edit meiui 

This section gives a brief explanaiion of each command in the Edit menu. 
Many ofihese conimantbi— the^.)ne.s iliat help you edit text— can"E lie 
used in the Finder (except in Finder Help or liie Icon Info Conimeni 
Card) but c^an be used wth most desk accessories in which you can type 
text. Many graphics-based prognims liave similar or identical commands 
in ilieir Edit menus. 

Undo 

Reverses your last action. The Undo command is used in applications and desk accessories. 
Cut 

Removes thc^ selected material and places it in a holding area called the Clipboard 

(replac^n^^ whatever wa^i there bef(jre). 'fheCut command is for use in applications, desl< 
accessories, and Icon Info commenLS. 

Copy 

Places a copy of the selected materiiil on the Clipboard (rcptacing whatever was there 
before) without removing the selected material from the (original location. The Copy 
command is used in applications, de.sk accessories, lc<3n Info comments, and Finder Help. 

Pcisie 

Places a copy of the contents of the ClipboaRl at the insenion point without removing the 
contents from the Clipboard, You can paste the same item as many times us you like— until 
you cut or copy a new selection ( mto the Clipboard. The Paste command is used in 
applications, desk accessories, and Icon Info comments, 
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Clear 

Removes the selected maEerial without placing a copy on the Clipboard— whatever is on the 
Clipboard remains intact. The Clear command is used in applications, desk accessories, and 
Ic{)n InfocommentS- 

SelecfAII 

Selects all icons in the active window (or, if no windows are displayed, all icons on the 
desktop). For Instructions on using this command, see "Selecting icons/' on page 68. 

Show Qip^yoard 

Displays a window shtiwsng the ciirreni contents of the Clipboard. The Show Clipboard 
command is used in applications, desk accessories, and Icon Info comments. 

The Windows menu 

The Windows menu lists all the w indows you open as you work with the 
desktop (and includes the Slack \('lndow^s command described later in 
this section), The Windows menu gives you a quick way ro lind a 
particular window when you haveseveniJ w■■indow^ open on the desktop, 
You can check tlie ^)^■lndovvs menu to see all currendy open wind{]ws in 
alphabetical order. The active^ or frontmost, window^ displays a check 
mark next to its menu listing, 

♦ \ote Desk accessory windows are not listed in the Windows menu, nor are they 
stacked by the Stack Windows command ♦ 

To bring a window to the front, making it the active window, simply select the window from 
the menu. Note that if no windows are open, the menu will he dimmed and you will not be 
able to select any iiems from the nicni]. 
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Stack windows 



Stacks dll the windows you have open on the desktops usingthe order in which you worked 
with them, That is, the wndow that was active when you chose the Stack windows 
command will be on top, the window that was most recently active before that will be 
behind the first, and so on with each successive window. 

The View menu 

. This section gives a brief explanation of each command in the View 

menu. These commands let ym chimge the way directory in formation is 
displayetl in a mndow. The current view is always inclicated in the View 
menu by a check mark. For instructions on using the commands in the 
View menu , see ''Changing your view of a window,'' on page 65. 

If no windows arc t^pcn, the menu will be dimmed and you will not be able to select any 
items in the menu. 

By Icon 

Displays the contents of the ac[ivt window as Fuil-sized icons, with the icon name below the 
icon> 

By Smalf Icon 

Display:^ the conients of the active window as small icons^ with the icon name to the right 
of (he icon. Viewing by small icon is useful when you have many Items in a window and w^ant 
to be able to see more of the icons at once. 

By Name 

Lists the contents of the aciive window alphabetically by name. 
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ByD£ite 



Lists the contents of the active window chrc^nologicaliy by date of last modification, The 
item most recently changed is listed first. For folders, the modification date indiates when 
you last added or removed an item. If touVc never added or removed any items, the date 
you created die folder is shown. Modification dates are shown in this view even if you have 
indicated, via the Preferences command, that dates not be shown in windows. For 
information about Preferences, sec pLige 55- 

By Size 

lists the contents of the active window by size. The lai^est item is listed first. This \iew is 
panicuiarly useful for seeing which files are taking up the most room on a disk. Selecting 
this \iew overrides the Preferences command to not show sizes in windt)ws. 

By Kind 

Lists the contents of the active window alphabetically by t)pe of item. If the window 
contains any files, this view orders them by what kind of file each one is— a BASIC 
appiicatifjn. a ProDOS 8 application, and .s(] on. Selecting [his view' overrides the 
Preferences command [o not show kinds in windows, 



The Disk menu 

This section gives a brief expliination of exh command in the Disk 
menu. These commands let you perform basic procedures with your 
disks. For instructions on usingany of these commands, see Chapter 4, 
"Working Willi Disks," on page 85. 

If no disks are selected, the menu will be dimmed and vou will not be able to select any 
items in the menu. 

Im'tiaiize 

Initializes the di.sk represented by the selected icon. Initializing a disk is somewhat like 
constructing a parking lot with numbered parking spaces. U'lien the computer stores 
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information on the disk it uses these "parking spaces'" to organize the inf{}rmaiion for easy 
retrieval. 

A Warning ^oi attempt ttt iniiialize a disk that contains information thai you want to 
keep without first lacking up the files un the disk, For more di^taiis, st^c Chapter 4, 
"Working with Disks/ on page 85 ur Chapter 8. ''Using the Archiver." on page 1 99. * 

Eras:e 

Erases all information on the disk represented by the selected icon. 

A Warning attempt to erase a disk that contains information that you want to keep 

without first backing up tlie files un thedisk. Forniore details, see Chapter4, "Working with 
Disks," on page SS or Chapter 8, "Using the Archiver," on page 199. ^ 

Verify 

Lets you determine whether thei'e is physical damage to the disk represented by the 
selected icon. The comniiind allows you to find out whether there are any bad blocks on 
the disk. (A bioek is a unit of meitsure used to specif\' the size of disks anti files.) If a disk 
has bad bkjeks, you can then copy any files you can to a gotKl disk and discard the disk with 
the bad bk)eks. Choosing Validate from the File menu tells vou which files are affected by 
bad hhcks. If the disk with bad blocks is a hard disk nr a hartl disk partition, see your 
authorized Apple dealer 

Eject 

Ejects the 3.>inch disk represented by the selected icon. This con^[Tiaad does not, however, 
remove the disk's icon or its window iVoni the desktop. [To remove the icon fn?m the 
desktop, you must drag the icon into the Trash or choose Put Away from the File menu j 
If you select the icon of a disk that can t be ejected— such as a hard disk, a hard disk 
panition, ora5.2S inch disk, which must be removed manually— the Eject command m11 be 
dimmed. 
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♦ Hard disk users If you have mi installed che HFS file system translator, when you 

ti) mount a hard disk that Lontain,s an HFS partition, youll see a message asking you if you 
ftunt to initialise the partitkm urcfuct it. Ifyou select the Initialise option, your partition will 
be reformatted with tlie Pr[>DOS file system. If you select tlie Eject option, yotir partition 
won't muunt. (Tliai is. you wun't see it on your desktop.) ♦ 

♦ CD-ROM users You can use the Eject command to ejLt t CD-ROMs. If a CD-ROM has 
piinitions, ytju select all the paaition icons and then choose Eject in order to eject the disc. 
To clear your workspace, you can "eject'^ CD ROM partitions by using the Put Away 
command, the Eject command, or dragging them to the Trash. (]f the CD-ROM has 
partitions initialized for more tlian one file system, die Eject command doesn't ^vork unless 
you have installed the appropriiue FST for each partition— for e-\ample, the CD-ROM 
Explorer- disc that comes with the AppiuCD SC drive inckides lx)ih HFS and ProDOS 
panitions.j ♦ 



The Special menu 

ESEB The Special menu lets yuii perform a \'ariet\^ of tasks; aligning icons, 

"V ;i ! perm:inen[[y discarding annhing vou've dragged to the Trash, setting 

htftrtntti... -If' J- r'. I " f 

special pi'eierences lor Fmcler operations, getting inn^rmatii.m abottt 
Uan irfi .ji jcoHS, and shutting down the computer. 



dealt I'p 

Aligns all icons in the active window in an invisible gridof rows and columns, This command 
can be used on windows only when you're viewing the contents by icon or by small icon If 
no windows are displayed, this command aligns the on the desktop. For instructions 
on using thi.^ command , see "Cleaning up the icons in ei window or on the desktop," on 
page 74, 
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Empf)' Trash 

Permanently deletes any files and folders in the Imh and frees up the space they occupied 
on theirdisks. Fur instructEon on using this command, see "Discarding files and folders into 
the Irash," on page 128. If nothing is in the Trash, this command will be dimmed and you 
will not be able to ^cltxt it. 

Fmder Preferences 

Displays a dialog box chat iets you set special preferences for certain Finder operations. 
\t'tien an option i:s turned on. iin X appears in tht box next to the option's name. Vtlien an 
optitjn is turned off, the bo\ next to the option name is empt)'-. (All options are preset to be 
on. ) Click the box to add or remo\^ the X. 



Finder Fref«r«nces 


List Views 


^ Sovfr Finder inf aeration onto dish 




Show dote 


^ Hide invisible file? 




Show size 


^Mhen stortirvs up. check 5.25" driven 




^ ZQlar selected icon's backiround 




\ ^ Show diik info \ 


insteod ef it^ outline 




inhegder \ 








( Cancel ) (( RcceEt 
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Click Accept to confirm the change anti make the Finder Preferences dialog box 
disappear Click Cancel if you made no changes or if you want to cancel any chim^es you 
made in the Finder Preferences dialog box. 

The options in the list nn the right side nf the Finder Preferences dialog box are: 

■ Save Finder injormalion onto disk: ^■'hen you dose a window on a disk that isn't 
write-protected. the Finder keeps track ofthe position anti size of the window and the 
position and color ofthe icons in the window. The next time you open the window. 
e\erv'thin^ look the same as when y()u closed it, Similarly, when you eject a disk that 
isn^t write-protected, the Finder keeps track of which windows were displayed; the next 
time you insert the tlisk, the same windows will automatically be dLsplayed, 

If you don't want the Finder to keep track of this informadon— for example, if you want 
die chaiiges you make to window size or position to be only lemporarv'— turn this 
option off. 
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■ Hide mvisihle fifeS: Se\'cfal wpes of files containing data of use only to the Finder or 
[he operating system are marked as 'Invisible." Normally, the Finder hides such files 
from view 

If you want to see thf>se files, lurn this option off 

■ Wbeti sumlttg up, check 5-^5-inch drn 'es: When the Finder is starting up, it cliecks all 
drives. If you want toeliminate the annoyance of attempts lo rei-sd tliese drives, turn this 
option off 

■ Color selected icon's backgroimd instead of its otitUne: Foron expkinatton of this 
option, see ' Changing the color of icons," on page 80. 

The List Views box on the left of the Finder Preferences dialog box lets you customize the 
amount of inftirniation you see about items in a window. ^'Tien you set these options^ you 
effectively create your own display criteria for all the ^vindows you open. Howe\'er, you can 
always (jverride yt5ur List View preferences for an active window hy using the View menu, 
(See "The View menu,'' on page 51.) These are the options: 

■ Shou date: When viewing a window by name, size, or kind, you will .also see date 
informaEion. If you prefer to omit date information, turn this option off, 

• Shotr size: When vic^'ing a windtiw by name, date, or kind, you will also see size 
information. If you prefer to omit size information, turn thi.s option off 

* Shoic kind: ^'lien \'ie\ving a window by name, date, or size, you will also see 
information about the kindri of items in the window. If tou prefer to omit such 
information, turn this option off. 

■ SImic disk injb in header: ^Tien viewing a window, you will see the file system namCt 
the number of items in the w indt>w, and the space on disk displayed in the window 
lieaden If you have the window view set to other than Icon and prefer to omit the disk 
information to make mcire room forv\inciow ct>ntents, turn this option off. 

Icon Info 

Displays a window showing information tibout the selected icon. For instructions on using 
this Lomniand, see "Getting information about icons," on page TS. 
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Shui Down 



Prepares the computer to he switched off iind then gives you the option of switching off the 
power, restarting the computer, or returning to the application (if any) from which you 
started the Finder. For instruaions on u^ing this command, see "Shutting down the 
compuEer," on page 149 

Tlie Color menu 

Tfie Color menu lets you change the color of the selected icon's background and outline, 
For instructions on using this menu, see "Changing the color of icons," on page 80. 

The Extras menu 

The Extras menu appears only when you have installed updates that include Finder 
extensions— programs that extend the fiinctionalitvof the Finder (EasyMount, or "Create 
Ser\'-er Alias", is such a Finder extension, Installed via the "Net^-ork: AppleShare'' update, it 
allows network usei"^i to log on to a sei'V'er quickly and easily. For more information about 
EasyMount, see Chapter 12, ''Networking the Apple llGS," on page Z71.) 
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Title bar 



Window liile 



Close box 




Zoom box 



StrolS'irrciw Scroll bar 



Working witli windows 



- ScrnH bar 
-Sat box 



^■incbws give you a visLiiil represcntitEion t^fthe contents of ;i disk, a folder, ora ciocumeni 
you create witiT an application. Yon may need to manipulate windows in order lo see the 
inforntation the)' contain. Figure 3-2 shows the parts of a window. 



Making a window active 

Men you have c^'o or more windows displayed on the desktop, only one window can be 
the active window— the location of your next action. 

There an^ four wa;^s to make a windfiw active: 

■ "^1)11 can simply click an^'where in che window, (It may be ncccssajy to move other 
windows first so that a portion of the window you want to make active is visible.) 

■ \iiu can choose the window you want from the Windows menu. (For more information 
about the Windows menu, see page 50.) 

■ \hu can double-click the icon of the folder or storage de^'ice to open it. 

■ You can choose a window from the pop-up .shortcut, (For more information, see "Using 
the window |X)p-up shcrteut," on page 61.) 
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Figure 3-J Four mys to make a window aaive 
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Xoie ihai when a window is active, ihe title bar m ti^e lop ohhe window displays ruled lines 
on either side of the d[le. Wlien a window is inactive, the title bar displays miy die tide. See 
Figure 3-4. 



Moving an active window 

To move an active window, drag the window by its title bar t(j a new location. As you drag, 
an outline of the w indow follows the pointer See Figure 5-5- 
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Figure 3-4 An active window and inactive windows 
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Figure 3 -5 Moving an active window 

To cancel the move, drajj the pointer into the menu bar at Lhc top of the desktop before 
releasing the mouse button; the border line will disappear, and when you release the mouse 
button the window will remain in iLs original position . 



Moving an inactive window 

Follow these steps to move an inactive window w^ithout making it active: 

1 If necessary, move any other windows until you can see the title bar of the 
ijiactive w Lndow to be moved. 
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Hold down the Command key while you drag the window by its title bar to a new 
locaiton. 

As you drag, an outline of the window follows the pointer 

Holding down the Command key prevents Che isindow from becoming active when vou 
drag it. To cancel the move, drag the pointer into the menu bar at the top of tlie desktop 
before releasing the mouse buEton. 



Using the vvindo\A^ pop-up shortcut 

When you h3\'e a number of windows open on ihe desktop. \i\ not ahv^ays easy to 
remember where each of them came fron^— that i.s, the path of folders yoa opened to get 
to each vvindow. 'llie window |Xip-iip shcncut allows you to see this hierarchical path for 
the active window, and to move quickly up and down it. 

To use the winiiow pt)p-up sht^rtcut. follow these steps; 

Hold down the Command key while you click anywhere in the title of the open 
window. 

'Ihe titles of the windows you opened to get to the currendy active wndow appear in a pop- 
up menu. You can see at a glance how you got to the active window. 
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Choose any of the items in the menu to make it the active window. 

The window that was active when you used the shoitcut becomes inactive; it doesn't dase. 
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Changiiig the .size of a window 

There are two ways to change the size of it window; by using the size box or by zooming. 
Using the size box allows you lu niiike ihe window any size you want; zooming gives you 
only two possible sizes, but is faster than using the size box. 

Using the size bar 

Follow these steps to change the size of a window using the size box; 

1 If (he window you want to resize isn't active, click anywhere inside it to make it 
active, or choose it from the \ilndows menu. 

2 If necessary^ move the wmdow UQtil the size box in the lower-righl corner is 
vt!iible 

3 Drag the size box. 

As you drag, an outline of the window follows the pointer Dragging horizontally changes 
the window's width, dragging venically changes its height, and dragging diagonally changes 
both. 

The new dim!L'n>i<>ns take effect when you release the mouse burtttn, 
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Zooming 

Follow these steps to change thf size of a window by zooming: 



If the window you waat to re^^ize isn't active, click anywhere inside it to make it 
active, or choose it from the \^Tndows menu. 

If necessary, move the window until the zoom box in the upper-right corner is 
visible. 

Click the zoom box. 



TheT\'indowesp;^nds automatically [o fill all but the rightmost inch of the desktop. If you 
click the zoum box agjin, the window returns lo its previous size. (If you vc moved or 
resized the window in the meantime, ihe second click of the zoom box wttl [ake you back 
to the most recent size and position— not the original size and |X)5ition.j 



Changing what's visible ia a window 

'Itie, scroll arrows, scroll bars, and proportion:il sltoII boxes of a w indow let yoii change 
what portion of a windi>w you see when the window is too small to display its entire 
contents at one time. ^Tien a wijidow^'s complete contents are \'ijjible, both scroll bars are 
white, and you can't scroll 

There are five scrolling techniques. The technique you use depends on whether you want 
to scroll by small increments, by the windowful, by laxge increments, continuously, or 
continuously by hvgid increments. 

■ lb scmfi by sinaU incremmts. click the scroll arrow that points in the direction of the 
area you want to see. 
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Figure 3-6 Scrolling techniques 

■ 'lb scroU a wiiidowful at a time, click one of the gray areas of the scroll bar near the 
arrow that points in the direction of the area, you want to see. 

* To scmUby large mcrenmns, drag [he proportional ^scroll box to the point in the scroll 
bar that represents the approximate position of the area you want to see. 

■ To acroH commmns(\\ press the scroll arrow that points in the direction of the area you 
want tct see. As long as you hold the mouse button down, the wintlow will scroll 
eontiniiuusly by small increments in the direction of the arrow. 
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■ 7b <;crotf continuously in lafge increments, press the gray area nf the sltoII bar in the 
direction {)f the: area you want to see. The window will scroll in window-size increments 
Linnl the mouse butttm is rcloLsed. 

Figure 3-6 shows saolling by small increments, laqge increments, and by the wintiuivfiiL 



Changing your view of a window 

TheK? are sis possible views for a window: By Icon. By Smail Icon, By Name, By Date, By 
Size, and By Kind. The view you use depends on personal preference tir what file 
information is most valuable to you. You can further customize the view you u,se by 
selecting options via the Preferences command in the Special menu (see ptige 54). 
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Figure 3-7 Tlie Sysiem.Disli window displayed in each of ihc ^ix 
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The two icon views graphically represent the application or, in ihe case of documents, 
usually indicate the applicati{>n thai was used to L-reate them. The remaining \^e^^■■s diibplay 
the contents, of the window as a list and may include the size of each item listed and the 
date it was last mcdified. 

Follow these steps to change your \qew of a window: 

[f the window you want lo change the view of isn't active, click anywhere inside 
it to make U active, or choose it from ihe Windows menu. 

Choose the desired view from the Mew menu. 




Note that when you \ itiw by Name, Date, Si^^e. or Kind, the current view 
will ixr displayed in boldface in die window header. 



Clasing a window 

You can close one window at a time, or you can close all windows on the desktop at once. 
Closing a ah igle windon ' 

There are .several techniques for dosing a single window. The technique you use depends 
on your personal preference. These techniques assume thai the window you want to dose 
is the acti\'c window, 

Here are the techniques: 

■ Click the window's close box. 

■ Ch(X)se Close from the File menu. 

■ Press Comniand-W ( the keyboarti shortcut for the Close command). 



♦ Note If the window you want to dose is not active, press Option while chw,sing the 
uindow^s title from the Window.s menu. This closes the window without lirst making it 
active. ♦ 
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Figure 5-8 Tht; thretf tcL;hiiiquts for l:l^■I^i|■Lg ii window 



Wht.'nyc)udosL^ the active window, the next open uiaclow [if there Lsonc) bcajmesthe 
active window. 

Closing all wiudows at once 

There are thrue techniques for closing all the windows at once. The technique you use 
depends on your personal preference. 

Here are the three techniques: 

■ Choose Ctt)sc All from the File menu 

■ Press Comniand-Option-W 

■ Htjld down the option key while clicking the close box of the active window 
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Working with icons 



Icons give you a visual representation of the files, folders, disks, or applications you can 
work with (jn the Finder desktop. Working with these icons is a basic pan of performing 
tasks on your Apple IlGS^ 

Selecting icons 

You must select an icon before you telE tiie computer what miction to take on the icon. There 
are several techniques for selecting icons, The Eechntquc yoy use dcpend;s on whether you 
^\'ant to select: 

■ a single icon 

■ several icons that are grouped together 

■ several icons that are not groupetl together 

■ all the icons in a window 

■ all the icons on the desktop 

Seiecfing a single icon 

To select a single icon, click the icon. The icon becomes highlighted, indicating that it is 
selected. 





System 




Figure 5-9 .Selecting a single icon 
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Seleciing several icons thai are grouped together 

Follow these steps to select several icons that arc grouped together: 

1 Position the pointer outside one corner of a group of icons. 

2 Drag to the opposite corner of the group. 

As you drag, a black outline of a rcLtan^jlc forms around the icons. 




3 Release the mouse button. 

Ai\ icons that were fully or pariialiy within tht: rettangle's oudine are selected immediately. 

Seleciing several icons that are m! grouped together 

Follow these steps ttj hdtrct several icons that are not grouped together: 

1 Click the first icon to select it. 

2 Hold down one of the Shift keys while you click the next icon to select it. 

This process is called Shift-clicking 

3 Shift-click each addilion^l icon to select it. 
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Selecting ali the icons in a window 

Follow these steps to select all ihe icons in a window: 

1 Click the appropriate window to make it the active window. 

2 Choose Select All from the Edit menu. (Or press €onun^d-A.) 

Command A Is the keylxwd shoncut for tht; Sttcct All commancL 

Seiecling all the icois on the desktop 

Follow these steps ro select iili the icons on diL^ desktop: 

1 Close all the open windows on the desktop. 

You can hold down the Option key while yoti click (he clast box of the active window on 
the desktop to close [ill windows, or you L-an choose Close All from the File menu, 

For more information, see ^Closing a window,' on page 66. 

L Choose Select AIJ from the Edit menu. (Or press Comnund-A.) 

Cominand-A is the keyboard shortcut for the Select All comiriiind. 



Deselecting icons 

If you change your mind ahoiit raking anacdonon an icon (or group of icons), or if you 
select an icon by mistalte. you'll need to deselect the icon. There are two techniques for 
deselecting icons. Tlie technique you use depends on whether you want to deselect all 
selected icons or only some selected icons. 

Deselecting all selected icons 

To deselect all selected icons, click anyft heire on the desktop except on an icon or press the 
Esc key. 
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Deselecting sofue selected icons 

To deselect some selected icons but leave others selected, hold down one of the Shift keys 
while you click each icon that you want co deselect. 

Moving icons 

Ynu will frequentlv rearrange icons into new folden; as you purchase new applications and 
create new dficument files. 

Follow these steps to move icons from one place to another on the screen: 
Select one or more icons. 

Drag the icon or icons to the desired Location on the screen. 

As you drag, an outline of the icon or icons follows the pctinter. Don^t release the mouse 
button until the jxmiter is in the desired location. If you're riraggin|i items into another 
window, for example, relexise the mouse button when the pointer is within the windctw. 



Be aware of the following; 

■ If you drag onto a disk or folder icon, the files will be moved into that icon, 

■ If you drag into the menu bar, the icons will return to their original position. 

■ If you drag the icons onto another disk they will be copied to that disk and the icons 
wili remain in ihdr original position. 
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Opening icons 

Hiere are three Techniques for opening icons. The technique you use depends on your 
personal preference Figure 3-K) shows ihe techniques. 

Here life the thrcL- techniques: 

■ Select the icon and choose Open from ihe File menu. 

■ Select the icon and press Comniiind-0 (the kn^Kird shortcut for the Open command). 

■ Double-click the icon. 
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Figure 3-iO Three techniques for opening icons 
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Double-dick icon 



Wh^l happens wiieii you open an icon depends on the ^peuf icon (see Figure }4l): 

• "^lien you open a ^.2S-inch disk drive icon, another icon {representing the disk in that 
drive) appears on the desktop aJong with die disk drive icon. 

■ When you open a disk or folder icon, a window displaying the contents of that disk or 
folder appears on the desktop. 

• 'STien you open an application icon, the Finder starts up the application and you leave 
the Finder. 

■ Whi^n you open a document icon, the Finder starts up tlie application that was used to 
create the document, and then displays the document on your screen. This technique 
does not work with all applications; some require you to start up the application firsts 
presenting you with an empty desktop and then you need to open (he document from 
within the application, 
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Figure 3-11 Tlpes of icons 

If the Finder isn't able to locate an application tbr tht document— for example, if the 
application disk isn't isi my of vour di.sk drives— you'll see the following dialog Ixtx: 



Jilt applicQtiDii "Tetch" can't tt h\ir\i for iM^ 

[ Concgl ^ ( Tm Bsnin"j ^ LneiQtt 



After making sure that the application disk is oti line, click Try Again. If die Finder still can't 
locate your application, follow these steps; 

1. Click Ltx:2te to .see the Volumes dialt)g box, 

2. Click Volumes to sec all the volumes you have on line, 

3. Select the volume where the application is located 

4. Select the application and click OK. 

The next time you tn' to open the document in the Finder, you should be successful If not, 
start up the application by opening its icon rather than by opening a docunieriE. 

For more information, see "Startin^i up an application/" on page 136. 
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Cleaning up the icons in a window or un tlit^ desktop 

Until you mcvn them^ icons in a window or on the desktop are aligned horii^ontally and 
vertically in an invisible ^^rid. But when you move icons, you may wo\ always realign them 
perfectly. Vbu an realign them using the Clean Up command in the Special menu. 

You can clean up only one ^ndow— or the desktop— at a time. 

Ckcmifig lip the icons iu a ivimhw 
Follow these step^i to clean up the icons in a \\indow; 

Click the appropriate window to make it the active window. 

Choose Clean Up from the Special menn. 

The icons move into alignment. 

Cleaning up the kom on the desktop 

Follow these steps to clean up the icons on the desktop: 

1 Close all the open windows on the desktop. 

Vbu can hold down the Option key while you click the close bos of the active window on 
the desktop to close all windows, or you can chixjsc Ckxsc All from die File menu. 

Fur more information, see 'Closing a window." on page 66. 

- Choose Clean Up from the Special menu. 
The icons move into alignment. 
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Putting away desktop icons 

If you fintl yourself needing stime extra space on ttie desktop, you can move file or folder 
icons (rum a \vindow directly onto the desktop and then close the window. {Moving file and 
folder icons onto the desktop can also be convenient when items are nested several folders 
deep.) 

^'hen yon'rti ready to return icons to i:he appropriate windows, you can have the computer 
automatically put away file and folder icons youVe moved to the desktop- 

The Put Away commanti also removes icons from the desktop fif they are removable). 
Choosing Put Away moves a selected removable di.sk icon to the Trash, causing the disk to 

Follow these steps to use the Put Away commands 
Select the icons you want to put away. 

Choose Put Away from the File menu^ (Or press Commaad-Y.) 

The icons return to their previous locadons— even if their windows 
aren't displjiyed {)n the desktop. (If the icon represents a removable disk, 
it moves to the Trash and the disk ejects.} 

♦ Network users If your Apple Hgs is part of a net^vork that iniiudes t^ne or more 
AppleShare file senrrs, you can't move file icons from a file server tjnio your deskttjp 
because other network users may need access to tht>se files. For more information about 
AppleShare file servers, see Chapter 12, ''Networking the Apple llGS." on pa^^e 2"^1. ♦ 



Renaming icons 

You can give a new name to any disk icon or any icon in a tvqndow— unless it's write- 
protected or locked, 
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♦ IVelu'ork users If your Apple Hgs is part of a netT\'ork that includes one or more 
AppleShare file servers, you must have the appropriate access pri\'ilcgL's in order tt> rename 
icons. For more information, see "Setting access privileges for a folder, ' on page 289. ♦ 

\(1nenever you rename an icnn using the Finder you must edit text (or t\pe new text) , .\nd 
ifyou're using applications that include text— for example, word-processing prograins— you 
use the same text-editing ta-hniques that you use in llie Finder For more information 
about vm editing, see "Using 'leach to practice application tasks/" on page 150, 

A Important Do not rename the System folder icon or any other icons in the System folder 
The s^-stem l(x)ks forsuch files by name; if it doesn't find them, the system may not Hmction 
pn)perly. A 

Follow these steps to change the name of an icon: 

1 Click the icon or its name. 

The icon and its name become highlighted. 

L Type a new name or edit the name that's there. 
Be sure to keep the folitiwing rules in mind: 

■ No t\v'o icons in the same window can have the same name. 

■ No pR^o disk icons on the desktop can have the same name. 

For the ProDOS format, follow these rules; 

■ Start the name with a letter, 

■ Use no more than 15 cliaracters. 

■ Don't use spaces. 

■ Don t use characters other than letters, numbers, or periods. 
For the HFS format, follow these rules: 

■ Use no more than 11 characters for disks or 3 1 chamcters for files or folders. 

■ Don'! use colons. 
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Important If you use the Apple Hgs file system translators (FSTs) to work with files frtjm 
another system, be sure to follow the file naming rules of the nther system when 
appropriate. For more information about FSTs, see "Using file formats and transLitor^i," on 
page ny), ^ 

♦ Network users if your Apple IlGS is pan of a nct^K tjrk ihn includes one or more 
AppleShare lile sm^ers, the naming rules for items you store on file sender are the same 
as the HFS rules. However if you plan to open your file>s from PruDOS 8 applications, follow 
ProDOS naming conventions. ♦ 

Press Return to confirm the new aame. 

ITie icon displays its new n;t:ne. If you change your mind about the name you t> peLl— or 
realii^e that you seleLtcLl the name of another icon unintentionally— you can cancel the 
renaming operation by pressing the Esc (for Escape) Itey or by clicking anv^viiere outside 
the icon's name. 

If the name you typed doesn't follow the appropriate rules, you see a message indicating 
that you provided an unacceptable file name. Click Edit New Name and then rename the 
icon with an appropriate name. 

Sometimes you may want to chanj^e only a portion of the name in order to have several 
icons w ith similar names. To change only part of the name of an icon follow these steps: 

Click the icon or its name. 

Position the pointer at one end of the part of the name you wani to change. 

_ Note that the pointer becomes an l-beani when it's positioned within 

ig^ fp^ff^i the word, (Ifit does mn become an i-beam the disk may be write- 
protected, or locked.) 
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3 



Drag across the part of the name you want to change. 



^ The text becomes highligluetl as you drag across it, indicating that it has 

4 Type the new text. 

5 Press Return lo confirm the new icon name. 



♦ By the way Ifyou wanttochangeonecompletewordoffhediskicon name, sdectthe 
icon :mi\ then simply double-click tlie word you want to chan^Jc. The word bec{]nies 
hii^hlighted. iti(iicartng [liar it Iills bet^n selected. Type the nei^-word. Be ^ui'e lo double-click 
the name And mi ttie icon llseir IDtJublc-clicking -An icon is a sht^rtcut for opening the 
icon,) ♦ 



For more detailed instructions on editing text, see the sections on working with text on 
page 154 through page 165. 



Getting information about icons 
Follow these ste|^ to gel information about an icon: 

1 Select one or more icons. 

2 Choose Icon Info from the Special menu. (Or press Command-I.) 



CI tan U| 
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Conimand-I is the ke>t)oard shortcut for die Icon Info command. 
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Ulien ynu ch<K)se Icon Info, a ^v'indow representing a spiral-bound bock of index cards 
appears on tiie desktop, The first card displays general information about the icon. 



Kind: FlIeTuptHaies 

Size: bytef , m w tH)i 

CrtAtcJ: Fri.JtnlS. 19^. &:36PH 

Modified: Fri. Dct 13. 19^1. IMPH 



For information on the icon's location, click the tab labeled WHERE near the 
bottom of the window. 

Anew card appears on rhe desktop. This Citrd lists (he icon's pliysieal location its 
pathname, which is the r(3ute y(3U take tu get tu the icon, (In the example, the icon is on a 
disk in ihe linit 3.5-inch drive; the disk is called Praaice,Disk and the file is called 
Matl.Hislo)y. Tliis Is stored in the computer as a single name: PracUce.DiskrMatt.Histor}- ) 






— kl»Dn''H{itt.HUtftrt('' ^ 


Device: AFPL[D1SK3.^I) 




;PracUce,ai*li:Hou,Histflr»| 


1 SentrgI 





To add a comment about the icon, or to see a comment youVe written, click the 
tab labeled Conunent near the bottom of the window. 

A ne\v card apjiears on the deskt(>p, dispkiving an Add Comment buttoji. Clicking tlie Add 
Comment hutlt>n presents a waminti that, unless the lile is placed on a sen'cx adding 
comments to it will make it unusable by ProDOS 8 applications. If you want to go ahe^d, 
click Attach. An insertion point appears on the card, and you can attach your comment to 
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the icon. You can write iinwhing that might help idcniify or exphm the icon (within tlii^ limit 
of 199 characters). 



Hott'i histora report on the ontics of Hark Twain 
and his Riv^rEoat fricndsl 



r&gngrfll Jl Where J[ CoBfflent f 



♦ Network users IfyourApplcriGSispanofa network and y(]ii choose Icon Info after 
selecting icon on an AppleShare file server, you1l see another tab (labeled toess) at the 
botto[ii of the window. This tab let-s you see an additional information cand, For details, see 
Chapter 12. "Seiliti^ access privileges for a folder." 

f^ote that [he sy.stem does not always permit a Comment Card for icons on a ItK-at disk. 
For example* a Comment Card will not appear for folders on loi,-al disks, ♦ 



Changing the color of icons 

If you have a cokir monitor, you can chan^ye the harkground aikl outline color of file, fokier. 
and S J^-inch disk icons, Kym have a monochrome monitor, you can chocjse among black, 
white, and 1 4 shades of gray for the backgr()und and outline. See Figure 3-12. 

I jiless yoLi want to Lise the same color for more than one icon, you .should select a 
single icon in the following procedures. 




Sarah. Folder Gregory.Folder 

Figure 3-12 l3ackgi-ound and outline colors 
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♦ Note \(>u may not be able tti change the color d ttrtain icons. An application icon that 
comes alrcaidy colored by its publisher is an example of such an icon. ♦ 

Changing an icoffs backgrouml color 

Follow these steps to ciiange the color of an icon's background; 

Click the icon to select it. 

Choose the desired color from the Color menu. 

The icon becomes the chosen color. 

Changing an icon's ouilfne color 

Follow these steps to change the color of an icon s oudine: 

Click the icon to select it. 

Hold down the Control key while you choose a color from the Color menu. 

The outline of the icon IxTomes the chosen color. 

Rerershig the background and oiniine procedures 

If you change icon outlines more often than icon backgrounds^ you may want to reverse tiie 
commands used to perform the two coloring jirocetlures. Folinw these steps: 

Choose Preferences from the Special menu. 




PrefEJtnesS-.. 



1 
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Click the box next to the ^'Color selected icon's background instead of its outline*' 
option to remove the X 



Vnirr Preftreicts 


i--Li4t V'lwun 

1^ Show hind 
in htadrr 


^Sivt Finder inttnatiitn tnu iiik 
^Hidttftkritibrifilii 




( Cancel ) C flccffii 1 



3 Click Accept, 

Ncjw, whenever you choose a color from tlie Color menu, that color will l>e applied to the 
selected icon's outline, And whene\'er you hold down the Control key while choosinq a 
color from the Color menu, diat color will be applied to the selected icon's background. 



Locking an icon 

If you lock :in icon, the system will not allow you to accidentiilly remove, replace, or rename 
it. Ifyou loc'k a document hlc, you cannot make changes to it, but you can move it to 
another Iwation. Ifyou lock a folder, you can still ckinge files inside it, and you can move 
it to anodier location, For information about locking, or write protecting, disks, .see 
page 94. 

♦ Note You cannot lock an HFS folder; the HFS file system doesn't support thi,s 
function. ♦ 

Follow the,se steps to lock an icon: 
1 Select the file or folder icon you want to lock. 

i Choose Icon Info from the Special menu. (Or press Command-I, the keyboard 
shortcut,) 
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You see the Genera! card for the icon. 









rn 


6r»$ir^.FDliilFr litkti 




Fildtr 


Size: 


uiF evleutDtt ietii... 


Contrnts: 


u^F cmkulate iccn... 




Tjp.jhf] 21,1492. ^-.mn m 


H«difitd: 


fur Jam 21. 1^2. NiSSfN ^ 


\ itma\ J 





3 Click tlie Locked check box. 

An X appears in the check i.-)<>x, indicating that the file or foklej" is now locked. 
You can also check the box by typing L; typing L ai^ain rcmovtis the check. 

4 Close the Icon Info window. 

A lock symbol now ap pears to the left uf the icon's name- 



Unlocking an icon 

Follow these steps to unlock an icon: 

1 Select the icon you want to unlock, 

2 Choose Icon Info £rom the Special menu. 

You see the General Card for the icon. 

3 Click the Locked check box to remove the X. 

The X disappears froin the box. 

4 Close the Icon Info window. 

The ic(]n \s (i[>\\ hn'ked 



Working with icims 83 



4 Working With Disks 



Almost CTC0'L''ne will refer to this chapter from time la time. It explains how to prepare your 
disks, work with them, and take care of them. It also tdls you about file systtMii translators— 
which let you use disks from several file systems— and how [o use pan of your computer's 
memor>'as a tli^k. If you're a new user, the first four sections are hasic— although even 
ex|xrrienceii usei's will finti them handy for reference. The last two sections help you make 
he nnjst of your Apple IlGS fDmputer. This diapiei" L-ontuins iuformaiioji on Lhese topics: 

understanLlin^ liarii add flo]3py disks 
preparing to use disks 
working with disks on the desktop 
taking care of disks aiKl tliajTLiosing disk problems 
using file formats and tninshuors 
using mem{>ry as a RAiM disk 



Understanding hard and floppy disks 

Both hard and floppy disks stnre information so voli and your computer can h'Ave access to 
It. Hard disks are .sealed imide a case: floppy disks can be inserted into and ejected from a 
disk drive. Both kinds of disks show up as icons on your desktop, and you work with them 
in exactly the same way. 

The major difTercnce between hard and floppy disks is their capadt)-— the amount of 
information they can hold. Disk capacity is measureti in cw^o units: 

■ A kilobyte is 102^ bytes, and is represented by the abbreviation KB^-or just K. 

■ A megabyte is l()2-t kilobytes, ajid is represented by the abbre\1atJon MB. 

A convenient rule of thumb is that a fuil page of text takes up roughlv four kilobnes 
(4K), 

A hard disk proi.'ides a large amoLint of roofii to store information— i]n>'^vhere from five 
megabytes lo hundreds of megabytes. Ifyou have a harcl disk and you want to learn how to 
protect lar]je volumes of informaiiun by making copies, see Chapter H, "Lsiny thc.^'chiver," 
on page 199, 

The t}pes of floppy disks that you may use with your computer are 3.5-inch disks and 
5.2>inch disks, The Apple Ilcs supports two kinds of j-S-inch disks: 800K disks and high- 
density {I a MB) disks. ( High density disks are used only in the Apple SuperDrive, and 
require an Apple II 3.5 Controller Card installed in the Apple UGS.) 

BOOK and higli-densiiy floppy disks are physically the same sae. and the differences 
between them are subtle. Figure 4-1 shows how you can tell iheni apart, 

"rbu'll have no trouble distinguishing a 5.25-inch disk, which is not only laiger pliysically 
but is fle-xible. 

It's important to know which type of disk youYew-nrking with, because not all types can 
be used in all floppy clisk drives. As the chan shows, a floppy disk drive can take disks of the 
corresp{>nding capacity, plus any smaller-capacity disks of the same t>'-pe. Tliai is, a high- 
density disk drive (SuperDrive) can take both 1.4 Mh and 800K disks. But lai^er-capacity 
disks can't be used in smaller-capacit\' drives. You can^t use a high-density disk in :in 800K 
drive. 
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Figure 4-1 Compariwm of high-dcn^w and SOOK floppy disks 



Disk Drive Model Compadbk DUks 



SupLTDrtve 



tiOtIK Drive 



HD 




HOOK 



Preparing to use disks 

This section explains three tasks that you perform when using disks: 

■ inserting the disk 

■ initializing the disk 

■ write-proteciing the disk 

Initializing is something you generally need to do only once for each disk. Write-protecting 
a disk Lfi optional, although it's recommended practice to write-protect your sv-stem dii^ks 
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to protect them fTum being alieretl accidentalK; (Dun't ^\Tite protect ei disk, and then tn' to 
iniiialii^e it: it wont work.) 



Inserting a disk 

When inserting a di-sk. make sure you're inserting it right side up and with the proper end 
entering the disk drive first. 

jSini'b disks 

f()llow these ,'iteps to tnsea a 3.5-inch disk: 

1 Hold llie disk with the label side up and the metal slider loward the disk drive. 

2 Slide the disk into the disk drive, metal end first* 

When the disk is alni{xst ill the way into the disk drive, the drive draws the disk the rest of 
the way in. You'll hear it click into place, 
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525-mch disks 

Follow tliesf steps U.J insert a 5.2>inch ilLsk: 
Make sure ihe disk drive door i* open. 

Hold the disk ^ith the label side up and the oval cutout toward the disk drive. 
Slid£ the disk into the disk drive. 




Warning Use tare when in.serting the disk lu ensure thai the disk dtiesn't bend aiui 
become janimec[ in the drive. A 

Close the disk drive door. 
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Initializing a disk 

Before you Gin save information on a disk, the disk must be Initialled. Initializiim -a disk 
does m'o things; 

■ It establishes a ph\'sica] foroiai on ihe disk. That es, it divides the disk into sections— 
somewhiit like i)arkin;^ spaces in a parking lot— where information can be stored. 

■ It \vrites a file system on the disk. That is, it creates a .system that organizes the sections 
so that the computer can keep tmck of where data is stored. 

The Finder initializes disks in either the Professional Disk Operating System 
(ProDOS) format [>r tlie Hierarchical File System (HFS). tiie Macintosh tbs mat, If you 
WLtnt ttt able to use disks from the iMacintosh environment, vou can use the Installer to 
add the HPS file system translator [FSTi to yourstartup disk. Then you can use ProDOS and 
HFS disks with equal ease. Keep in mind, however, that your startup disk must always be 
initialized in the ProDOS format; you imtd/l the HFS file system [ranslatoron a disk 
miikdizedhv ProDOS. (If you re working on a net^vork, see Chapter 11, "Networking the 
Apple IlGS, " on page 271 for .startup options ) 

By the way, there are some definite advantages to using the HFS file system. 

■ Naming rules are more flexible; names can be longer and include spaces. 

■ Volumes can exceed the ProE>OS 52 MB limit, 

■ You can easily move files betw'een your computer and any Macintosh computer 

♦ Note 5.25-inch disks cannot be initialized in the HFS file format. ♦ 

If you don't need t:> use disks on both your llGS arki a Macintosh computer, you can ignore 
references to HFS in the sections that follow. For more information about GS/OS and file 
system translators, see page 109. 

Tliere are two occasions when you'll want to use the Finder to initiiiltze a disk: 

■ when the disk has never been used before 

• when you w^ant to change a disk format fixjm one file system to anotlier ( \bLi can also 
do this by erasing a disk. For instructions, see "Erasing a disk.'' on page l O.i i 

You can also use the Advanced Disk Lltilit\' (ADU) program to initialii^e disks. It's more 
convenient tt) use the Finder to initialii:e disks unless you're already ainning the ADL' 
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program. ForinstrucEions on initializing with the Advanced Disk Utility, see^'Initializing." on 
page 225. 

MtiaUzingfor the first time 

Follow these steps lo use the Finder to initialize a disit in the ProDOS or HFS format Forthe 



Insert the disk you want to initialize in an empty disk drive. (If the disk is a 52^' 
inch disk* you must also open the 5^25-iiich disk drive icon.) 

You see the Initialize dialog box. 




GS/DS ean't rtad thi( diik (tndfvic» .ftPPLE9ISK3.5B). Bit 
tjaidwont t4iMtiolLitit? 



Vi''hen you dick Initialize, you see a dialog box asking you to name your disk, 

Type a name for the disk. 

For ProDOS, keep the following rules in mind: 

■ Start the name with a letter. 

■ Use no more than 15 characters, 

■ Don't use spaces, 

■ Don't use characters other than letters, numbers, or periods. 

■ No tw^o disk icons on tiie desktop can have the same name, 
For HFS, keep these rule's in mind: 

■ Use no more than 27 characters 

■ Don't use colons. 



lii^t time; 




Click Initialize, 



Or, if TOu change your mind about initializing the disk, click Eject. 
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■ No wo disk icons on tliL* dcskttjp can have the same name. 
• A 5.2>irich disk cannot Ik: initialized in the HFS format. 



If necessary, select a file system and a disk format. 

The ILst the left of the dialtjg ix)X shu'.\'s tlie file systems in'ailable on the stamtp disk. 
(Unless vou have installed a file j^ystem transhtior fur the HFl? 0|>eraiing .sysienv youll see 
only ProDOS here. For inf(>rniatiLtn Libout file systejii tianslaturs, see page 109.) 

The list on the right sliovvs disk formats or disk sizes, flcpcnding on the t\'pe of disk \^>u're 
trying to initialize. 

■^f'^hen Eniiializins a 3.>inch disk in an Apple 3.T Drive, yoiiVe given a choice oftwo formats; 
800K 2; 1 and SOOK -id. The 2: 1 and i:\ labels refer to the number of rotadons used to read 
data from the disk. 

■ IfyouH be using the disk primarily in cm Apple 3-5 Drive, accept the highlighted 
option, 800K 2:1. 

■ If you II f)e iisi} ig the disk in Imtb Apple 3J Drit -es and UmDisk 3-5-incb drii select 
the TOK 4:1 option. 

■ Ifyou'lf be iLSing tfje disk primarily in a I )iiDi.sk drive, select the BOOK 4:1 option. 

♦ B>' the way The ejsiest way to tell the difference between Apple 3.S and UniDisk 
drives is by the color: UniDisk drives are white, and Apple 3.t Drives are platinum (the same 
color as the computer). Each r)pe of dri\ e is also identified on its underside. ♦ 

If you have an Apple SuperDrive ct jnnected to an Apple U 3.5 Controller Card in your Apple 
IIGS. you will also abie to f< irmat your disk at l.-J MB, 

Wlaen inifializinga liigh-deiisity floppy tlisk or a hard disk, you havea chttice oftwo formats: 
1:1 and 2;T The 1:1 option is more efficient; select the 2:1 option only if you're using an 
Apple SuperDrive (connected to an Apple 11 3.S Controller Card ) or Lin earlier nuKlel SCSI 
card (such as the Apple 11 SCSI Card), If you're using the Apple II High-Speed SCSI Card for 
your hard drive, select 1:1. (If you're not sure about your card s requirements, check the 
tnanual that came with the curd.) 
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Click Initialize or press Comiuand-Relurn. 

If you change your mind alx)u[ initializing, you can caned the opc^r^tion by pressing the 
Escape key (Bsc), pressing Commartd-Period (.), t>r clicking Cancel 

U^en the initia!i;'.:iti[in Is comjilcte, the disk icon appears on the desktop with the nanie 
you pro\'idcd in step 3- 

ReifuUalfzing 

Follow these step.s to reinitialbe a disk that \m already been initialized for use wth the 
ProDOS, HFS. (ir another lile system: 

Insert the disk you want to reinitialize in an empty disk diive. 

It'rlie disk is a hiird di:>k, ;i liard disk pynition, i)r u RAM tlisk. skip this step, 

Select the disk icon. 

If the disk is a 5-25-inch disk, you must firsi open the 5,25-inLh disk drive icon. 

Chooi^e Initialize from the Disk menu. 

You see the naming tlialog box ht: pre\ inusly initialized disks. 

Initialk? dealer .APPLEllSKa.^B 




/?V Tlk]{,operatiDnmlt it 
LjJi inkmuiu or tUi dis 



sk. 





[f you want to, type a new name for the disk 

Be sure to follmv the numini; rules im piige 91. 
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5 



Select a di^k Tormat. 



The list on the right shoe's dbk formats or disk sv/£H. dcpentling on the type of disk you're 
trying to initialize. Follow the guidelines on page 92, 

Click Initialize or press Comjnand-Retum. 

If you change yout mind abtiut initiali7ing the disk, click Cancel 

Wiien the initialization is complete, the disk's name changes to tlie name you provided in 
step 4. 



Write-protecting a disk 

If you ha\'e disks wiih contents that you don't want to change— for example, the sptem 
disk, the Insiallation disk, the rem ttxils disks, application disks, or data disks with 
documents that don't need changes— you can write-protect the disk to prevent anyone 
from altering the contents. Figure 4-2 shows hnw to write-protect 3 >inch and 5,2S-inch 
disks. 

3.5-inch disks 

To write-pro[ect a 3.^-inch disk, slide the write-protect tab to unco^^er the .square opening 
in the corner of the disk. If you change your mind about write-protect ion later, slide ihe 
write-protect tab back to cover the square opening again. 

5.234nch disks 

Ttj write-protect a 5^25-inch disk, cover the notch on the side of the disk wth the special 
adhe.sive label that came with the disk. If you change your mind jibout write-protection 
later remove the lal>el frotn the notch, 

If an application disk doesn't have a write-protect notcli, the disk lias been [Permanently 
wriLe-protected by the manufacturer. 
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LutkeU 



lllil>LktfCl 




LDLked I'lilix'lat! 



Figure 4-2 Vt'ritc-proicatng Hoppy disks 

NotL^ that wiitt-pmtection on ^J>inch disks is diiterent ^rom ihiit on 3.>inch disks. On 
5,25-inch tlisks, vou coier the [lotch to write-proiet:! the disk. On 3.5-inch disks you 
uncover the liulf tu wriie-pftjtett the disk. 
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Workins with disks and disk icons 



Thi'i section describes several tasks you can perform uith disks on the desktop, 

■ opening a disk icon or disk drive icon 

■ copying a disk 

■ erasing a disk 

■ ejecting a disk 

Opening a disk icon or disk drive icon 

Three techniques allow you to open disk and disk drive icons to see their contents: 

■ Selec[ the icon and choose Open from the File menu. 

■ Select the icon and press Command-0 (che kevLxwd shortcut for the Open comniand)^ 

■ Doubie-click the icon. 



FigiiiT 4-3 Techntques for opening diiik and disk drive icons 



You can use the Finder to see the contents tjf 3.5-inch disks, S-25-inch disks, hard disks. 
RAM disks, hard disk paniiions, file server volumes, CD-ROMs, and CO-ROM partitions. 
Figure 4-4 shows the icon for each type of disk. 

Note that Figure 44 shows a 5.25-inch disk drive icon a.^ well as a 5.25-3nch disk icon, If you 
have a 5i5-inch tlisk drive, the Finder displays the drive icon even when there's no disk in 
the drive. 

To see the contents of a S.25-inch disk, open the disk drive icon first. Then you see the 
disk icon, and you can open it as you would open any other icon. 




ClitOOSing Open 



Pressing Cnmmand-0 



Ooiibk-clicldng floppy' ainJ hard disk icons. 
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FloppjfdisJ; disk 5^S<iisk drive Hmkli.'.k Haix! disk panicion 




Figure 4-4 Type'i of disk kom 

♦ Missing icons? It a disk icon (or a 5.25-inch disk drive icon) doesn't appear on the 
desktop as expected, see the iroubleshix>ting information on psge 317. ♦ 



Copying a disk 

It's iniponani to make a spare copy, called a backup copy, of any disk thai contains 
information you don't want to k^se. Be sure to make backup copies of your application and 
data disks, 

♦ Can't copy an application disk? Mofit applications are protected hy copyright, so it s 

illegal to copy ihem (exi'ejit to make a backup copy for \'ourii'Wn usel. Some softTMire 
manufacturers rely on an honor s^-stem, hut otiiers copy-protecl theii' disks to prevent 
illegal copying and distribution of the Eipplication. If you have a copy-protected application, 
the n^ianufacturer generally provides one backup copy or offers replacemenr of damaged 
disks free or at a nominal cost. ♦ 

The disk you re making a copy of is called the source disk, and the disk thai will 
contain the new copy is called the destioation disk. Your soui ce disk and your destitiation 
disk dttn't have to he the same size-4)ut the destination disk mu.si l>e large enough to 
accommodate [he contents of the source tlisk. 
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Copying to a disk of the same size 

^"iien a )pying the c{)ntents of a disk to another disk of the same size, [he Finder conipletety 
replaces; the eon tents of the destination disk with the compieie contents of the source disk 
unless yxju specif)' othens'ise. If you don t want the complete contents of the destination 
disk to 1^ replaced, see "Using special copying options."' on page 101 for alternative 
prtK'edures. 

Follow these steps to copy the contents of a disk to another disk of Ehe same size; 

1 [nseit both the source disk and the destination disk into your disk drives. 

Make sure that ynur source dtsk is liK'ked so that you will not inadvertently' enise your 
source material. The icons of iioth Llisks must be displayed on the desktop. 

If yuu have only one 3.^-inch disk drive, follow these steps; 

1. Insert the source disk, 

2. Hjeci the source disk manually by pressing the efeci button, 

3. lasert the destination disk. 

If you have only one 5.25-inch disk drive, follow these steps; 

1. Insen die source disk 

2 . Open t he dis k drive icon . 

3. Eject the source disk by opening the disk drive door and remo\'ing die disk. 

4. Insert the destination disk and close the door of a 5.25 disk drive. 

5. 0[>en the disk tlrive icon. 

Drag the source disk icon on top of the destination disk icon. 




If the destination disk window is tlisplayed, you can also dra^ the source disk icon into the 
destination tlisk window. 
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You see a dialog box asking you to confirm that you want to replace everyihing on the 
destination disk with what's on the source disk. 



Warning Copying a disk ei"ases everything on the destination disk and replaces it with the 
contents of the source disk. Before you proceed witli the copying operation, be sure tiiar 
the destination disk doesn't cuniain any infoniiaiion you need, a 

Click Replace. 

Or, if you change your mind about copying, click Cancel 

A 'thermometer'' indicator shciw,s the progress of the copying procedure. 

IfyouVe using only one disk drive for the copying procedure, the Finder displays a diak.)g 
box whene\ er it's necessary to swap disks. Follow the directions on the screen whenever 
you're paimpted to insert a disk. 

If you want to cancel the copying procedure while it s in prcjgress, click Stop. 

Importarti Because the Finder erases everything on the destination disk before it begins 
copying from the source disk, you won't be able to rescue the original contents of the 
destination disk h\ clicking Stop. ,\nd because tfie Finder copies information by blocks 
(rather than by files), the new inforiiiation on the desiination disk wtm't l3e in a usable form 
if you click Stop. 

Copying} lo a disk oja largercajxiciti 

W-lien it copies tlie contents *)f adisk toa disk of a larger capaciiy, the Finder normally 
places the contents of the source disk in a Folder on the destination disk. Tiic folder will 
have the same name as the source disk, and the other contents of die destination disk 
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remain intaa. If you wani the complete comenLs of the destination disk to be replaced or 
if you don't want the contents of the source dusk to be placed in a folder, .lee Using special 
cop>dng options," on page 101 for akcrnative procedures. 

Follow these step.s to copy the contents of a disk to a folder on a latter disk: 
Insert both the source disk and the destination disk into youf disk driven. 
Drag the source disk icon on tup of the destination disk icon. 




If the destinati(jn disk window is displayed, you can also drag the soutice disk icon into the 
destination disk wintiow. 

You see a dialog box asking you to confirm that you ^-ant to place the contents of the source 
disk in a folder on the dL^stination disk. 

3 Click OK to continue. 

Or if you change your mind about copying, click Stop_ 

A dialo^j box appears with a "[herniometer" indicator that shows the progress of the 
copnng prcKedure. 'Hie dialog box also shows huw many files and folders remain to be 
copied. 

If a folder with the same name as the source disk already e?jsts on the destination disk, you 
see the dialog btjx shown here. Click [he button that corresponds to your preference. 



Th* item ""Wode Ds^k" Ireflijy mists. RtBlDce this it« ard 



j- Thit Itn Qrtly - 



f Skip 1 
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If 'A locked folder with the same name as the source disk already exists on the destination 
disk, you see the dialog box shov-71 here, Click the button that corresponds to your 
preference. 



th« im 'Made.Di^k'' aLrniR nciitiiiiidi& locked Car 
ccntairif itMi« that are iDikrd). Reilucf it nnnnav? 



C Skirt j {He[lQt7 



If the desdnation disk doesn't have enough room for all the files on the source disk, you 
see this dialog box. 



®Th» di'^li M full ThL5 'O'pefiati.on can't be 



Using special copying options 

When copying disks, the Finder can add the contents of the source disk to the conte 
the destination disk without erasing the existing contents of the destination disk. 

If you want the Finder to use such a procedure, folbw these steps: 

Insert both the soun:e disk and the destination disk into your disk drives. 

The icons of both disks must be displayed on the desktop. 
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2 Hold domi the Option key while you drag ihc source disk icon on top of the 
destination disit icon (or into the destiaation disk window, if it i* open). 

You see the Disk Cupy jVJternaiives dtiilog box. 

® Put th» ocfttentsflf "Wade.Dwk" in g f»l(jer«n "Pfoctici.DisIt'. 
O ReplDce the qontenti nf 'PfBctitfr.Disfc" with thf CDntenti of 

O Mi the 'tpn tents tf Iriodr Disk' ta th»ctRienli of 

''Proctice,[3i?k''. 



Click the button next to the third option to add the contents of the source disk 
to the contents of the destination disk. 

If you want [he contents of the source disk placed in a folder on the destination disk, select 
the first Dpiion. 

If you decide to replace the contents of the destination disk with the contents of the source 
disk, selea the second option. 

CUck OK. 

A dialog box appears ^irh a "thermometer " indicator that shows the progress of the 
copying procedure 

If there urv Etcm^, on the destination disk with the same names as Items being copied, you 
see tliis dia][>^ box for eacli sucli item. 

/\ Tk iitii "Wadt.Disk* alreadH emts. ita\ott tliii item 
C-Lj all reflainlRf {lu(ilicaie>^? 

;' Thi! ttMDnlij': I' nil Duphcalft'i 

\ C^^O \ \ f sfciy ) ^ 



Click the button that corresponds to your preference. Note that the Cancel button cancels 
the entire copying procedure. 
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3 



4 



If there are locked items on the destination disk with the same name as items being copied^ 
see thi,s dialog box for each such item. 




Ikt it« 'Nadf.Qisk*' o I readif exists and ii lcck«il (or 



If yol! dick Replace, the tocket:l item will be replaced with the item on rhe source dLsk ihat 
has the same name. If you click Skip, that item will noi be copied. 

Note that the Cancel button cancels the entire copying procedure. 

Erasing a disk 

If you want to rcmo^'e Lili the files l:rom a disk and you pl^in to use the disk agLiin with an 
Apple IIgs, you should era.se the disk. 

Important Do not erase your disk unless you have backed up all of the data you want to 
keep. ^. 

♦ About erasing When you erase a disk, an em|jt\ directory— or empty file list— is 
written to the disk, ^ilien you open the disk icon on the desktop, it appears that there are 
no longer any files on the disk because it Is the director)' that lets you see files on a disk. 
The files are siill there, but without a director)^ they're in\isible— and inaccessible, unless 
you kno\^' iiow to gain access to the data on a disk witlioiit a disk directory. 

If ytxi want to completely desiroy [he data on a disk st > that no amount of manipulation 
can ever recoverit, you sliould reinitialb^e the disk (if it s a floppy dLsk) orzero die disk. For 
information on zeroing, see "Zeroing " on page 230. ♦ 

Follow diese steps to erase a disk: 

Select the icon of the disk you want to erase* 
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Choose Erase from the Disk menu. 

You see the Erase dialog box. 




[rBi»d*«ic( ,J1PPLEDI!K3.5I 




'■V Tltii oseratlointfill -dFitroy all ef the 
- * infonotiofl qh this diik. 



[ Con Ml j [ [r<»t ) 



3 If you want to, specify a new name for the disk. 

If you WEini to chm^c the disk's name as pm of i!ie erasing process, t>pc ihc new name. 

4 Select a file S}^stcm from the box on the left. 

Unless you have installed a file .system Eranskitor for the HFS lile system, you see only 
ProDOS here. (For more information about file system translatorSt see page 109.) 

I" 

5 Click Erase. 

Or. if you ciiange your mind about erasing the disk, click CEincel. 

^Iien the erasing is complete, the disk's name changes to the name you provided in step 3 
(if you changed its name), 



Ejecting a disk 

There are two occasions when you use the Finder to eject disks: 

■ when you no longer need to work with the disk 

■ when you want to work Mth the disk later in the same work session 
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Chousing, Ejea Fitssing iht: Ejett bjitor 

Figure 4-5 Ejecting a 3-5'inch disk fit>m a disk dri^-e 

Ejecting a disk ivherj you've pushed working with it 

To eject a disk you no longer want to use in tlii-s work session, drag its icon to the Ihtsh. 
Dragging y disk icon to the Trash doesiVt affect the informacion y(5U put on tlie disk. 
However, it allows the Fmder to write information lo the disk^ so that— assuming you have 
selected the Preferences option for saving Finder information— the nexi time ytju insert tl^e 
disk, windows and icons will he open and located where they v^'ere when you ejected the 
disk. For more information about Finder Preferences, see Chapter 3, L'sing die System 6 
Finder/' on page 41. 

If you're ejecting a 3 2S-inch disk, you also need to open the disk drive door and remove 
the disk. 

Ejecting a disk ivithout removing its icon from liie desktop 

Y{]u sometimes may want tt] have a disk icon on the desktop as part of a procedure you're 
following, for example, when you're copying disks using only one desk drive. 

There are two ways to eject a 3.5-inch disk without removing its icon fr(3m the desktop: 

■ Select the icon of the disk you want to eject and choose Eject from the Disk menu. 

■ Press the eject button on the disk drive itself. See Figure 4-5. 

Regardless of the methtxl you use, the icon of the 3.5-inch disk remains on the desktop in 
dimmed form. If c)ne or more windows for that disk are open, the icons in the windows will 
be dimmed. 
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Follow these steps to eject a 5.25-indi disk mihim removing its icon from rhe desktop: 

If necessary, open the 5.25-inch disk drive icon. 

The diik icon is then displayed on the desktop, 

Open the disk drive door and remove the disk. 

llie icon of ihe SJS-inch disk reniLiin.s on rhe dcskiop. Unlike the icon of j 3,S-in.L-h di^k 
tha[ has been ejected, however, the icon is not dimmed. 



Taking care of disks and diagnosing disk prol^lems 

This section defrcribes how to store and handle disks to prevent damage and how to find 
out whether a disl^ has been physically diimaged. 



Handling and storing disks 

It's iniponiint to take good c^re of y[njr disks so that you don't damage diem (or the data 
stored on them ) . When hiindlini^ and storing disks, always follow these guidelines^ 

■ Keepyourdisksin;iluLationwherethetemperatureisl^t^'een50° FilO" Oand 11^" 
¥ (52° C), Be sure to keep your disks avv-ay from ver^' hot places (such as rhe dashboard 
of your tar on a sunny day). 

■ Keep vour disks away From mufjnets (do not place them on top of a monitor or a 
telepht'jae— both of which use magnets). 

■ Protect yoiirdisks from dust. Store them upright and covered, in a plastic di^k holder 
a shoebox, or a similar container 

■ Keep your disks dvy. Don't water plants neariiy or pbce a beverage within spilling range. 

■ Don't touch the exposed part ofihedisk itself. On 3.>inch disks, the disk is exposed 
when yiju slide open the metal ' door^^ay" On 5-^^-inch disLs, there are cutaways on 
each side of the disk jacket where the disk is exposed. 
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Figure 4-6 Proper care and handling of disks 



■ Di:iiVr use a pencil or ii ballpoini pen to write on a disk kibel ;iJhxed to a S,2^-inch liisk. 
(Tlie pencil £.ir pen migln straich iliedisk [jckei anil diini:tye the disk ii.st^lf ifyou press 
too hard.j If you need lowrite on a lube! thiit's already [iffixed, use a feit-tip |>en, 

■ Don't use an eraser or correction fluid on a disk label affixed to a disk (Eraser ' crumbs ' 
or flakes of correction fluid can easily get inside the disk jacket or casing and damage 
the disk.) If possible, remove the lal:>e! and replace it i^ith a new one; othertvise, attach 
a ntTK label on top of the existing on(f. 

* Don t bend, ft)kl, orcuri S,2S-inch disks. 
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Verifying a disk 

If you have problems storing infomiition on a disk or retrieving iaformation from a disk, 
there may be physiLiil damage to the disk. You caii find out by using the Verif)' command. 

Follow these steps to verify a disk; 



A dialog box appears with a ^thermometer'' indicator that shows the progress of the 
verifying procedure. The dialog box also sliows how many blocks remain to be verified. (A 
block Ls a unit of measure used to specif^' the size of disks and files.) 

U'Tien the verifying process is complete, you see another dialog box indicating whether 
there were any bad blocks on the disk. 

3 If there were no bad blocks, click OK to return to the desktop. 

4 If there were bad blocks, either click OK (to see which blocks are affected) or 
Cancel (if yon don't care which blocks are affected)* 

If a disk has bad blocks, copy any files you can to a good disk and then discard the disk with 
badbltjcks. (Try the Validate command to find out which files are affected by the bad blocks. 
For insuiictions, see "Validating files " on page 132^ If the disk ^ith bad bkxks is a hard 
disk ora hard disk partition, see your manual for that disk drive or your audiorized service 
provider, 



1 Select the icon of the disk you want to verify. 

2 Choose Verif>' from the CHsk menu. 
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Using file formais and translators 



GS/OS can recognize ProDOS disks and disks initialized For .some otiier file systems. If you 
want to use disks initialised for other file sysEenns, n^odules called file svstcm.s traashtors 
(FSTs) make it possible. Use [he Installer lo add FSTs to your system srjfmre (sec 
Chapter 2, 'I'siiig the Installer," on page 19, for instructions). 

FSTs provitle a broad range of compatibility with your Apple IlGS; they allow you to use 
file systems from earlier models of the Apple II computer, from the Macintosh file system, 
or from networking and CD-ROM environments. It's important to remember, however, that 
FSTs inmsfer data; they don't translate a[)plications. For example, with [he HFS FST 
installed, you can inscn a Macintosh disk, then read and w^ork with the data ii contains. Vbu 
cannot, how'cver, w^ork with a Macintosh applicatitm; you w^ork w-itli your data by using one 
of the GS/OS applications you use with your Apple lltiS computer. 

Although you can use your HFS disks in a ProDOS environment, you probably won't be 
using PrnDOS disks on the Macintosh unless ynu have a Macint<)sh LC with an A|)ple He 
Card installed. {To learn abotit other options for using ProDOS disks in the Macintosh 
environment, see lUe. Macintosh L'sers Guide. ) Similarly, ifyou're working with the HFS file 
system so that you can also use \'Our data on a Macintosh comptiter, yoit can't give an HFS 
disk to a friend who uses an Apple Ue computer (which uses the ProDOS 8 system). 

FSTs belong to one of two categori es : Read/wii le FSTs and read-only FSTs . A read/write FST 
allows the comfjuter to read information from a disk and also to write information to the 
disk. That is, you can make changes to the disk such as creating, deleting, and renaming 
files. At present, three read/write file sy.stems are available under GS/OS: 

■ ProDOS, used by most Apple H applications 

■ HFS, used by Macintosh computers 

■ AppleShare, used by ApplcSharc file servers (a networking FST) 

Ar^d-only FSTalloNV-s you only to read a file from disk, You can then either copy it to a read- 
write file system, or use another application to read it and— if you modif}^ it— write it to a 
read-write file system. You cannot write infomiation from the computer to the disk in these 
file si-stems. Three read-only FSTs are available; 

■ Pascal, used on early Apple II computers 

■ r)OS 3.3, also used on early Apple 11 computers 

■ High Sierra/ ISO 9660, used on CD-ROM dnves 
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GS/OS is designed to support other file systems as ihe appropriate FSTs becume iivaihiblt:. 



Using memory as a RAM disk 

Tills section explains how to use pan of TOur compurer's memory as a RAM disk There are 
two ways nfmakint' RAM disks; 

♦ Using system memon' from your computer. 

* l.'sinif an ex|>ansion card that you can install in one nf yourconiputer's slots. An example 
of such a disk i^^ the Apple lie Memory Expansion Card. 

In most ways, a RAM disk is like <}ther disks, but some important differences are explai[ietl 
here. 



Understanding R\iM disks 

^Tien you designate a |x>rtion of the computer's memory- as a RAM disk, the computer 
treats that memor\' as if it were a physiciil disk. The ad\^nfage of using a R'VM disk is (hai 
the eompuier can get information from it much faster than from a disk in a disk drive. 

Disadvantages include the fact tliat anvihing stored on the RIM disk is k^st vvlien you 
switch otTthe compLiter s power That is, the KAM disk can only be used for the current 
work session, Also, your appticatiun does not have access to the memory currentk assigned 
to RAM disk. 

Many appIicatioEis rec|uire a great deal of RAM, some need as much as a megabyte 
( 1024K). Before y(>u designate any memi,try as a RAM disk, refer lo the manuals that came 
with your applications to learn how much nieriiory they recjuire. ^Iien setting RAM disk 
size [as explained in the next .seiiionj, be sure [o leave enough memon available furyour 
application. 

If an application needs more meinory than your RAiM disk setting has left available, ytju 
see a message to diat effect. If something you try to stcre on the RUl disk needs more 
memory tlian you've assigned to ihe RAjM disk, you see a mes.sage tn that effect. In either 
case, )'0u may want to resi;<e the RAM disk for future work sessions, {Changes to HAiM disk 



110 Cfejprer^ Working Witli Disks 



size don't lake effect until you shut down and switch off the computer, and then start up 

♦ Note RA.M disks inif ialiiied, by defaiilr, as ProDOS volumes. You can, if you want, 
reformat the RAM disk as a HFS wlume. Set' ^'InitiaJizing a disk." on page 90. ♦ 

Warning Anvthing you store on the R.AM disk will be lost when you switch off the 
comj^uter's ptmcr. Make sure you sa\e ;i copy of all documents on a floppy disk or a hard 
disk before yciu resize the RAM dtsk or before you switch off the t:um])u tcr a 



Sorting RAiVl disk sixe 

Before you can use any of the computer's menior\'as a disk, you must use the R^M 
Control Pane] to specify how much menior\'you want to set ;Lside. Follow these steps; 

Choose Control Panels from the Apple menu to gel to the desktop Control Panels, 



Abiiut thtFtniffr... 
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You can also use the text Control Panel For instructions, see die manual that canie with 
your computer, 
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2 Select the R\M ican in the Control I^els. 

You may have to scroll through the Control Panels lo find the RAM disk icon. 



in 
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3 Set the RAM disk size. 

Dr^3 the scroll box in the* RAM Disk scroll bar t{) the locution you ^'ant, ^Clicking the scroll 
array's or the gray areas above and below the scroll box will also change the setting,) 

You can change the size of the RAM disk in increments of 32K. 

4 Close the RAM Conirol Panel window by clickoig its close box, and then close the 
Control Panels window, 

5 Quit any application you're using. 

6 Shut down and ^itch off the computer. 

Ifyoiiyein the Finder, you cah use the Shut Down command in the Speci:tl menu- For 
iastruetions on usin|^ this command see, "Shuttin^^ down the eonifjuter." on page M9. 

If you're in iheSysiem 6 Program Launcher, click Cancel and choose Shut Down frfjni the 
File menu. 

// neither of these options me avaifabk. simply turn off your coniputer 

7 Start up your computer in the usual way, 

^lien you start up, the new RAM disk size will be in effect, You can select your RA.M disk 
icon and choose Get Icon Info from the Special menu to check the size of your RAiM disk. 
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Specihing the location of the disk 

PmDOS 8 applications will ask for the locaiion of yriur RAM disk by skit and drive number. 
If you don't ust^ PrciDOS 8 apjiltcations, you can prubiibly skip this section. 

The RAM disk always apjjtars to be in slot 5, just as a 3.5-incli drive connc-cEcd to tht! disk 
drive port does. The fulluwin^ rules explain how to determine the drive number of your 
R^'l dtsk, 

■ Your first 3.'i-inch disk drive is drive 1. 

■ The RAM disk takes precedence over all but the first j.^-inch disk drive. (However, 
should the RAiM disk be used for startup, the R'^.M disk is drive 1.) 

■ If you havea total of three "slot 5" devices, slot 2 acts as an overflow slot (unless it 
contains an active disk cai'd)t so that the third device appears to be in slot 2^ drive t 
For example, if you have t\vc) 3.5-inch disk drives and a MKl disk, your first 3.5-inch 
drive is drive 1. the MM disk is drive 2, and your second 3.5 inch drive is slot 2, drive L 

■ If your application doesn't recognize your disk drive, contact the application piibltsher 
to find oui whether a nxjre recent version is available. 



U-sing rlie R^M disk 

You use the HAM disk iii much the same way you use any other disk, You can copy 
applications and documents to it and run applications from it, 

This section describes the special steps you need to follow when using a RAM disk and 
the ways in which a R^J disk furictions differently from other disks, All the instructions in 
this section assume that you've already set up a disk, as explained in "Setting R\.M disk 
size, " on page IIT 

♦ By the way Some applications include copy protection schemes that require you (o 
insen your master copy of the program before you can copy to the RAM disk. ♦ 

Running an appllcalh?7 from the RAM di!ik 

Running an application from the RAM disk alkiws the application to run faster and reduces 
the number of times you need to swap disks during savin^^ or cojiying operations. 
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Follow these step.s to run an application from the RAM disk: 



1 Copy an application (and its startup files) to the RAM disk 



Drag all iht icuns (except tlocument iam) fruni the appiicaiioii disk onio the icon (or into 
the window) of the RAM di.sk. 



If you copy mure than one applications files to tht RAM disk, you might want to put the 
files for all hut one application in separate folders. (This avoids the problem of duplicate 
file names in the main director^' of the RAM disk.) 



J Open the application icon. 

Tlie application starts up ia die usual manner. 

Sioring documents on the RAM disk 

You can store documents on your RAM disk the same way you save them on a reqular disk. 
Just remember that the RAM disk is only a temporary storage media. 

▲ Warning Save any documents on the RAM disk on to a 3-5-inch disk, a 5.25-inch disk, or 
a hard disk before you switch off the computer's power^ or your documents ^ill be lost. ▲ 




If necessary, open the RAM disk icon. 



^ m 1 1 1 J 
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■ if your application presents a directory dialog box when you give a save command^ click 
the Volutnes button, select the MM. disk from [he list of volumes, give the document a 
name (or accept the existing name), and save the document. 

■ If your application asks for the slot and drive number, refer [o the guidelines in 
"Specifying the location of the MM disk," on page 1 13 earlier in this chapter. 

■ If tlie application asks for a pathname. ty|3e a sliash, the name of your HAM disk, 
another slash, and the name of ihe document, for exiiniple, /'NAME/DOC. (If you didn't 
rename the RAM disk, its name is RA\f5:} If you want to save the document in a folder 
on the RAM disk, add the folder name to the pathname, thus: 

/RA.M.DLSK.NAME/FOLDER.NAME.'DOCL"iMENT.NME 

This chapter has provided basic inf(3rmation about disks, "ft'lien you're ready to learn more 
about ilisks. turn tu Chapter 8, "Using the Archivcr," on page 199. and Chapter 9, "Using 
the Advanced Disk Utility/" on pa^i^e 223. Chapter 8 teaches you how to make backup copies 
of your files, and then restore tlicni fr()m the backups. Chapter 9 explains how to perform 
various operations on disks (especially hard disks), 
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5 Working With Files and Folders 



If you're not yet familiar with using files and folders in the Finder t o organize information 
ondLsks, this chapter explains the skills you'll use. It's also a handy reference about how to 
perform any file and folder rmiiagemeni task, 

This chapter toniains information on these topics: 

■ opening and closing folders 

■ creating new folders 

■ moving and cop\ing files and folders 

■ discarding files and foldens 

■ protecting files and folders 



opening and closing folders 



Files arc collections oFinformation stored on disks. They can be documents thai you create 
with applications, 'Hiey can also be applications, or even system software. 

ElIcH file hzs a name, and yott can oij^anize your files mio accessible groups uf 
information by collecun^ them into folders. 

Putting files in desktop folders is like putting paper documents in file folders: it focuses 
youratteniioR on a subse[ of related information so that you don't have to search through 
c^emhtng on a disk to find the dtjcuments you need. Figure 5-1 £ho\^'s a representative 
sample file hierarchy. 

In some Apple llGSa[)plications, you may encounter tiie lerm subdirectory. A 
subdirector>' is die same as a folder 
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Figure 5-1 Three le\'els of folders and docunicnis un a floppy disk 
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opening a folder icon 

Folder icons can be opened to see what's insidL*. 
There are three techniques you can use to open an kon: 

■ Select the folder icon and choose Open from the File menu. 

■ Select the folder icon and press Command-0 (the keylxxird shortcut for the Open 
command). 

■ Double-click [he ff iklcr icon. 
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Figure 5-2 Three techniques for opening an kon 
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Regardless of the technique you use. a window with the same name as the folder icon 
appears on the desktop. Inside the folder window, you see either icons with nimies under 
them or a list of names representing all the items in the folder. 



Closing a folder vviadow 

^hen you no longer want to see what's in a folder you can close the folder window using 
one of the following techniques (see Figure 5-3). These techniques assume that the window 
you w^ant to close is the active window. 

■ Click the window''s close box. 

■ Choose Close fnDm the File menu. 

■ Press Command-^' uhe keyk>md shortcut for the Close command). 

♦ Note if you want to close an inactive folder window without selecting it, press the 
Option key while you chcxjse the title of the ti[)en window from the \i^mdows menu . ♦ 
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Figure 5-3 Three ttxhniques for closing a folder window 



Regardless of the technique vou use lo dose the folder, the window colkpsi^s back into its 
icon. 



Opening a folder by tunneling 

1\mneling is a shnrtcut that lets you w<3rk faster on the desktop. Ba.stcal]y, it allows you to 
do two mks at one time: You close the active folder's window at the satne time you open 
another folder. 

Ttt open a folder by tunneling, press the Option key and hold it down while you double- 
click [he fofderyou want to open. The active windo\\' closer, and the window for [he 
selected folder opens, 



Creating a new folder 

FoElow these steps to create a new folder; 

1 Open the disk icon and any folders necessar>^ to display the window in which you 
want to create the oew folder. 

When the wind(n\ you want is die active window, you're ready to create the folder 
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Choase New Folder from the File mcQu (or press CommandA:) 

A folder called VmiHed appears in die active window. (You may nted tc scroll or enbi^e 
tlie window to see it,) 
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♦ By the way If there was already a folder called Untitled in the window, the new folder 
will Ix' called ( WltkctA. This process continues until the Finder renches l.'ntitledZ If all 
possihic names [hrout^h UntiLled,/. are taken, vou can't cre-ate liny more new folders in the 
window wiilnmt first renaming one of the untided folders. ♦ 

Type a new name or edit the name Untitled. 

Be sure to follow the n^utiiny rules on pat;e 9 1 . 

♦ Network users If yotn- Apple Ikis is part of a nerwxirk that includes one or more 
AppleShare file ser\■■e^^>, follow the ProDOS natninj^ rules for item.s you store on a file serx^er 
to retain the ability to copy the file back to your Apple llGS without changing tlic name of 
the file. ♦ 

Press Return to confirm the name. 
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Moving and copying files and folders 



You. can move a file or a folder lo another location on the same dLsk, or to a different disk, 
When you move a file or folder to another disk, die file or folder will actually be copied, 

Throughout this section, you see the it nm source disk, soiuxefokkr. liesHmUIou disk, 
and destination folder. The source disk or (btder coitiains the item{s) you're copying, The 
destination disk or folder will contain the Uem(s) afiei you move or copy It (them). 



Moving files and folders to smother loauion on the same disk 

Follow these steps to move one or more items to another location on the same disk; 

Open the disk and any folders necessar>^ to see the ilems you want to move. 

Make sure the destination folder or window is visible. 

If you're moving more than one item, hold down the Shift key while you click 
each item you want to move. 

All items to be mctved must lie in the same mndow. If you vvanr to move items from 
diPFerent win*.lows, you must repeal the procedure for each window. 

Drag the selected items to ilie destination folder icon or into the disk window. 

Vi'hen the destination folder icon becomes highlighted, or when the pointer is within the 
window, relea-se the mouse button. The highlighting tells you that the items you're mo\ing 
will be placed inside the folder. 
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If the destination folder already contains items with the same name as items you're moving^ 
you see this dialog box. 




rhfr itn "Julionolpport" itrtad'y txi^ts. RnLlsc-; 
this itf«? 



ir [he destination folder already contains locked items with the same name fis items youVe 
moving, you see this dialog box. 




tantditi^ iltmi thot on lacheilX Replace it 'Drft^ny? 



Click the button that corresponds to your preference. N^ote that the Cancel button canceLs 
the entire moving procedure. 

Placing duplicate copies of files and folders in ihe .same window 

Makinji duplicEite copies of items can lie useful in two ways: making backup copies of files 
and folders, and creating a file that you can revise \vithout changing [he orij^inal. 

Follow these steps to pbce duplicate copies of files or folders in the same window: 

Open the disk icon and any folders ncces&ar}^ to see the items you want to 
duplicate. 

Select the iiein(s) you want to duplicate. 

All the items you duplicate must be in the same window. If you want to duplicate items in 
more than one window, you must repeat (he procedure for each window. 
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Choose Duplicate from the File menu. (Or press Command-D. the keyhoard 
shortcul for the Duplicate command.) 

You .see the Duplicate dialog box. 




tm it 





^ If you like, type a new name or edit the name thaf s ihere. 

Be suru to frtlltnv ihv mmm^ rules un p^igc 91. 

5 Click OK or press Return. 

If you selected only one item in s!ef)J. ihc Duplicatt.' dialog \xu disappears and ;i few 
moments later you see botli the oilginal iind the duplicate copy in the window. The 
duplicate copy appears diitgonaliy below and to theriglit of the original. You can skipstep b. 

!f}'ou selected more than one item in step Z the Duplicate diidog box disappears and a few 
moments later reappears for the next selected item. Go on to step 6. 

6 Repeat steps 4 and 5 each time tlic Duplicate dialog box appears. 

If you change ycjur mind alxmi dufilicattng ^Hie of the selected items, click Skip instead of 
OK when the Duplicate dialog box for that item appc-ars. If you change your mind ahour 
duplicating all the selected items, dick Cancel. 

When the Duplicate dialog box di.sappears after the last duplication, you see the duplicate 
copies. 
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Placing copks of files and folden; on a different disk 

When VOL] copy items onKi another tlisk, you can place the copies either in the disk 
direciorv' or in a folder on the disk, FuUow these steps: 

If you're copying the items into a folder, make sure the desiinaiioii folder icon 
or window is visible. 

Ifyourdcstinarion tlhk is a flt'tppy disli, you must first insert ii in any empU' drivir. If it is a 
5.25'inLh disk, expert [hi:- disk drive icon. 

Open the source disk icon and any folders necessary^ to see the items to be 
copied. 

If the source disk is a floppy dLsk, you must first insert it, If it is a 5.25-inch disk, open the 
disk drive icon, 

If you have only one disk drive of the appropriate size, you must eject the destiniition disk 
manually— by pressing the eject button (far 3^5-int:h drives) or by opening the disk drive 
door and removing the dii»k (for 5.25-inch drives)— before inserting the source disk. 

Warning Do not open the door of a 5. 25 inch drive if the red "in-use" light on the drive 
15 illuminated; you may damage your disk, a 

If you're copying more than one item, hold down the Shift key while you click 
each item you want to copy. 

All itenvi to be copied must be m the same window. If you want tn copy items from different 
windows, you must repeat thi.s procedure for each individual window. 
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Drag the items you want to copy onto the icoa (or into the window) of the 
destination folder or disk. 

^\"htn tlKHlcsti nation bldcr urtlisk icon lieconies highlighted, release the mouse hutton. 
Tlic highlighiint^ telEs you that the copies wili lie placed insicie the folder or dLsk. 



ProEOS 



'5 lit WHS 
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Sorflh.Fflltttr Creiflra.Ffltder Hti^anJildtr 
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If you Ye using only one disk drive for the cop>ing procedure, the Finder display^i a dialog 
box whenever it's necessary to swap disiks. Follow the directions on the screen whenever 
pu re prompted to insert a disk, 

If the destination folder or disk already contains items ^ith the same name as items you Ye 
copying, you see this dialog box. 



/\ lh» itm 'SMe?.SUrip" BkfHjdif eihu. fteplscr this 



If the dc.stinaiicjn ftilder or disk already contains locked items with the same name as items 
you're copying into [[lai ibider or disk, you see this dialog hox. 



■ ^ cent-Din'^ ilm thdt gr? toclitd) lt«;ilii{:F it mwavtl 



Click the liutton that cnrresjTonds to your preference, Note that the C:i[icel hutton cancels 
the entire copyin^j procedure. 
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Using special moving optioas 

moving items, tht FindLT normally displa\^ the dialog boxes siiovvn in [he previous 
steps the first time it encounttrs an item in the destination folder that has [he same name 
as an item youVe moving. If yf^u want to, you can give the Finder instruchons for handling 
files and folders with dupli[:are names before you begin the moving procedure. You can 
select from the following options: 

■ The Finder can prompt you each time it encounters a duplicate name. 

■ The Finder can keep you from replacing duplicate items. 

■ The Finder can replace all items with duplicate names- [This is what the Finder does 
unless you specify otherwise.) 

■ The Finder can allow you to cancel a momg proc"edure. 

To select die copying option you i^'ant to use, follow these steps: 

Hold down the Option key while you drag the items you want to move on top of 
the icon (or into the window) of the destination folder or disk, and release the 
mouse hutton. 

You'll see the File Copy Alternatives dialog box. 

File Cayg BLteraitiwrs 

C Heploet it«i Mit tm case ^ 
f SkiimU duplicGEe Uffii^ ^ 




Choose an option and click OK. 

If you chan^^e your mind, click Cancel, 
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Di.scarding files and folders 



The Finder lets you discard a file or folder whenever its icon is \isible on the desktop. To 
discard a fiie or folder you simply drag it Eo (he 'IVash icon. 



DLsLarcling files 'Ami folders into the Trash 

Follow the.'ie steps to discard items into the Trash: 

1 If necessary, open the folder or disk that contains the items you want to discard. 

2 if you want to discard more than one Hem, select all the items to be discarded. 

All itemii to be disciircled must be in the same If you want lo discard items from 

different windows, repeat this procedure for each window. 

3 Drag the items you want to discard on top of the Trash icon or into the Trash 
window. 

^X'tien the Trash icon f>econies highlighted, release the mouse button. The highlightingteUs 
you thai ihe items you're discarding will be placet! in the Trash. 

'^(^len you\^t' dniitged the items to the Trash, the Trasli icon has bulging sides, indicating 
that there's stjmcthing in the Trash. 



ProOtS 



7t¥. used 



CD □ □ 

Stfiiitti.FDl(t»i (regcrn.Foliler Hegtn.F&tder 
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If you attempt lo discard a locked hk or folder, you are warned that the file or folder is 
locked Ixrfore you're permitted to discard the item. See "Locking a file or folder, ' on 
page 131. 
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Recovering files anti folders from the Trash 

Vi'^hen you discard tin teem into [he Trash, it .stavs there miih 

■ you L-huo^' the Empty Trash command from the Special nK^nu 

■ the Finder auiomaiically empties the Trash 

As hng IS an item is still in ihe Trash, you cim recover it. 

The Finder may empt>' the Trash tf you do any of the following: 

■ throw away something else 

■ open an application 

■ copy files 

■ eject a disk (by dragging the disk icon to the Trash) 

■ shut down or restart the computer 

Warning Even ifyou don't do any of the above tasks, the Finder will empt)' rheTi^ash when 
it needs the Liisk space alJtH:ated to items in the Trash. You see no warning; items in the 
Trash are consi(.lered ready to he discarded. Ifyou change your mind after dragging a file or 
folder [0 the Trash, recover the item immediately^ A 

Follow these steps to recover items from the Trash; 
Open ihe Trash icon. 

If necessary, scroll until you can see the items you want to recovet 
Select all the items you want to recover. 
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Choose Put Away from the File menu. 

The icons rErtum to thdr original locations. 

If you prefer, you can drag the icons to different locations instead of 
using the Put Away command, 

[ mmi * I 

Emptying the Tra,sh 

As long as an item remains in the Trash, the disk space that the item occupies remains 
unavailable. If you want to free up that disk space, you can empty the Trash. Once you do 
so, the items that were in the Trash are removed permanently, 



To empty the Trash . select the Empty Trash command from the Special 
menu [or press Command-T, the keyboard shortcut). The Trash icon no 
kmger has bulging sides, indicating that it is now empty. 




Protecting files and folders and diagnosing problems 

This section describes how to lock hies and folders to preip'ent removing, renaming, or 
replacing them; iiow to unkxk hies and folders; and how t[j find out whether files are 
damaged. 

Although you cannot rename* replace^ or remtjve a locked file or foider, you can move 
it to another location. Vbu can also put files inside a locked folder. 

Ifyou have a hard disk that is partitioned, you can lock the individu^d panitions; if your 
hard disk is not partitioned, however, you cannot lark the disk itself Note that Itjckingdisks 
(also called write-protecting disks) is not the same as locking files and folders, For 
information about write-protecting disks, see page % 



BO Chapter 5 Working With Files and Folders 



Locking a file oi folder 

Locking a file or folder ensures that ym won't accidentally remove, replace, or rename it. If 
you drag a locked file into thu Trash, nr tn^ to replace It during a copying or moving 
operation, the Finder di.'iplay.s a dialog hox asking you to confirm your decision. 
The Finder will not permit you to change the name of a locked icon. 

Follow these steps to lock a file or folder: 

Select the file or folder you want to lock. 

Note ihat the HFS file .system allows you to lock files, but not ft^ldcrs. 

Choose Icon [nfo from the Special ineDu (or press Commands, the keyboard 
shortcut). 

You see the General card for the icon. 
Click the Locked checkbox. 
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An X appears in the checkbox, indicating that the file or folder is now locked. Another way 
to check the box is to press the L key, If you press it again, the X disappears. 

Close the Icon Info window. 
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Unlocking a file or folder 

Follow tht&c steps lo unhck a locked file or Iblclcr: 
1 Select the icon of the file or folder you want to unlock. 
^ Choose Icon Info from the Special menu. 

3 Click the Locked checkbox to remove the X. 

Or press ihc 1. key for tht sanit: cFFcct. 

4 Close the Icon Info window. 



Viilickuing files 

If youVe having trouble opening :i Rtc. or if a file s infurmati(jn is difficult to read, yciu may 
want to use the Validate command to check for other had files on the disk. 

Follow these steps to validate files; 

1 Select the items you want to validate. 

You can select file icons, folder icons, disk icons, or any coinhination, ^Tien you select a 
folder or disk icon, the Finder ^ill validate all the files in that folder or on that disk. 

2 Choose \^lidate from the File menu. 



tuplienti.. ';ia 



A dialog box a[)[iears with a^'thermcjnieier" indicator That shows the 
proL^rcss of the validating procedure. The dialog box also shows how 
many files remain to be validated. (Ifyou want lo cancel the validatioa 
pr(N:ess, click Cancel) 

WTien the validation is complete, you see another dialog !x>x indicating 
whethei" there \\ere anv bad files on the disk. 



3 



If there were no bad files, click OK* 
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If there were bad files, click either OK (to see a list of the files) or Cancel (if you 
don't want to see a list). 

Move any good files to another disk, and then throw away the finppy disk with the bad files. 
If you validated a hard disk, see ihe manual that came with your hard disk. 

♦ Note The Validate comn^and makes a limited check of the files. If you are having 
trouble with a disk, and Validate indicates the files are OK, you should use the Verify^ 
command to check the disk blocks, For information ahcjui the VeriPy command, see 
"Verifying a disk," on page 108. ♦ 
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6 Working With Applications 



Applications are programs that perfurm a specific function, such as ^ord processing, 
databaiie nianagen:ent. graphics, or telecommunicaiion. Documents are the producLs of 
the work you do with applications on your Apple lies computer. This chapter includes a 
short hands-on tutorial using Teach, a word-processing application that comes on the 
System (■} SpfemlboliJ Llisk. 

^ot all applications work in cmtly the way described in this chapter, su he sure to read the 
manuiii that came with each program for specific instructions. 

This chapter contains information on these topics: 

• starting up an application 

• switching applications 

■ savln|jdtK;umcnts 

■ printing documents 

■ ending a m)Tk session 

■ using 'Jeacii to practice application tasks 



Starting up an application 



This sectioa explains how to start up applications and how to switch from one application 
to anorher. You can |x.Tform each of tht^sc tasks whether or not vou're using the Finder 

Later in this chapter, yoti have the opportunity' to practice these tasb by usin^ an actual 
application. Or you can (urn now to the hands-on exercise, "Lising Teach t(j practice 
application tasks," on page 150, and come back to ihe rest of this chapter for reference as 
you need it. 



When you're iLsing the Finder 

The Finder lets you Stan up applications quickly and easily widiout having to restart the 
computer {which takes more time). 

The easiest w^iv to start up an application Is from the Finder. If your application disk 
doesn't include the Finder, you may prefer to launch the prograni directly from its .startup 
disk rather than using a Finder-b^-Lsed stanup disk. 

There are two ways to start up an application from the Finder; 
" Open the application icon. 



After a few moments, you see the opening screen of your application. Some 
applications present a new, untitled document as the opening screen. Others present a 
title screen. Stiil others present a blank desktop. 

Refer to the manual that came with your application for instructions on using the 
program. 

■ Open the icon of a document created with the application. 




\fhen you open an application icon {the Teach icon in this example), the 
Finder stans up the program. 




^"hcn you open a document icon, the Finder tries to start up the 
appfication used to create the document. Ifthe Finder is successful, the 
program will start up in a few moments, and you II seethe document you 
opened. 
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You won't always be able to stare up an application from a document icon. If the disk 
containing iht- application used it) create thtr document is not in one of your disk drives, or 
if it's in a 5.2>indi disk drive whose icon has not been openetl, vou sec one of the following 
(.lialug ho>;es. You a[si> see one {)f these dialog h)\ts ifihe applicaiicm has been renamed or 
moved lo a different disl^ or folder and die Finder has been unable to bcatc it. 



®Thf >a|}F)hc«tion "TeaE^" can't he found far tlii; 
iotmtav 

[ Cancel ) [Tr^j flgninl |^ LoHtt 



©An (ipfiEicQtiian can't tt fcund ttt IbU 

^3 



If tile application won't open, try one of the follo\ving solutions: 

■ Make sure that the disk c(,intaining the application is in one of your disk drives. Then 
L'li!."k Tr\'A^ain. 

■ If the program is in a S.2>inch disk drive, click Cancel. Make sure thai the disk drive 
door is ck)sed and th^t you have opened the disk drive icon to display the disk icon on 
the desktop. Then try opening the document again. 

■ If you don t have the necessary application available, click Cancel 

♦ Note Some applic^ittions do not suppon starting up by double-clicking a document. IF 
none of the procedures here work, check the documentation thai came with the 
application. ♦ 

If the Finder is unable to associate the dtjcunteni with the application used to create It, you 
see this message: 



Ihf ipp-ticitLon 'Teadi" can^t \tt faund for this 

C DflUHi ] [Trtf again) |[ Lflcot?... j 
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If you see this message, fallow eicher of the following sets of steps: 



1 Click Locate. 

The Volumes dialog box appears. 

2 Click Volumes. 

The available volume.s arc displayed. 

3 Select the volume where the application is located, 

4 Select the application and click 0K> 

The next lime you try to open the document in the Finder, you should be successflil. If not, 
continue to staa up the application by opening its icon rather than by opening a document. 

For a .second mediod, follow these steps: 

1 Click OK. 

2 Start up the application by opening its icon. 

3 Open the document from within the application. 

The next time you try to open the document in [iie Finder, you should be successful If not, 
continue to start up the application by opening its icon rather than by opening ^ documeuL 



Utien you're not using the Finder 

If you are working with 3 System 6 startLjp disk that doesn l include the Finder, you start up 
to the System 6 Program Launcher, built into your sv-stem software. 

Follow these steps to start an application from die Program Launclier: 

Click Volumes to see all volumes you have on line. 

iMake sure you've inserted the di.sk that contains your application. 
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L Open the volume wheie the application is located. 

Yuu can duuble-dick tht volume name or click it once and then click Open, 

3 Open the application . 

DoublL'-click tht Eipplication name or click it once and then click Open. 

A Important Many appiication disks, particularlv thcxsc^ lAith older app]ica[ions, don't 

include the Finder or System 6. Such a disk b still a stanup disk, however, and you can ^itart 
the program directly from die disk, With your computer s\;dtched off, insert ihe application 
disk in your startup drive, and then switch on the computer. For infurmaiion on how to 
proceed from this point, see the manual that came with your appiication, _ 

Switching applications 

Switching applicadans Ls panicularly easy when you're using the Finder But you can also 
switch from one program tc) another when you're not using the Finder. 

Switching applications when you're using the Finder 

Follow these steps to switch from one application to antjthcr when you're using the Finder: 

1 Save any documents you've been working with. 

For information on saving, sec Saving documents." on p^e 142 in this chapter, or refer to 
the manual that came i^dth your applicatitm. 
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2 Quit the applicatiaa. 
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ChrK->se rhe Qlue command from the File muriLi. Ynu reoirn to the Finder 
de.sktop. {You may be prompted to insen [he system clisk or the 
application disk before you return to the Finder.) 



3 Ejee* the current applitation disk. 

To eject a 3.5-inch disk, drag its icon lo the Trash. To eject a S,2>inch disk, drag its icon to 
die Trash, dien open the disk drive dtx^r and remove tlie di.sk. 



4 Insert the new application disk. 



♦ Unexpected message? You may see a message saying ih^tt GS/OS recognizes the file 
system on the disk as one for which you have not insralled the file system translator (FST), 
If you see sttch a message, yotir iipcilication prnhably uses liie Pascal or App[e II DOS 3.3 file 
system— iw[> older operating systems for which GS/OS has file system transliilors. Or you 
mav have inserted an HFS disk (a disk initialized for the Macintosh operating system ). for 
wliich GS/OS also has a file system translator, To work with data from HFS files by using a 
ProDOS applitation, you can install! the required iranslatur on your startup disk. Lse the 
appropriate customii^ed installation update of the Installer. (You cannot, however, use 
Macintosh applications on the Apple Ugs.) 

For information about i[]stallintJ FST U|xlates. see Chapter 2, "'Using the Insiallen" 
staningon page 19, For more information about FSTs, see "Using file formats and 
translators," on page 1U9. ♦ 

J- 

^ Open the disk and any necessar>^ folders until the window containing the 
application icon is displayed. 

See the manual that came ^'ith the application tu identify- the application icon. 
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open the new application. 

In 'A few momenis you see the opening screen d the application 

Switching applicatitins when you're not using the Finder 

IF you are working with a System 6 startup disk that doesn t include the Finder, you switch 
applications by using the System 6 Program Launcher built intt) your system software. 

Follow these steps to switch applications from the Program Launcher: 
Save any documents you've been working with. 

Forinformation on saving, see ^ Saving cicxumenLs; on page 142 in this chapter, or refer to 
the manual that came with your application. 

Quit the application. 

For the appropriate comniand. refer to the mattiial thac came with your application. 
When the application quits, ytju see the System 6 Program Launcher. 

Click Volumes to see all volumes you have on line. 

Make sure you've inserted the disk that c<}ntains the application you ^vant to use. 

Open the volume where the application is located. 

You can double-click the volume name ur click it once and then click Open. 

Open the new application. 

Oouble<lick the application name or click it once and tlien click Open- 

Lmporcant Many application disks, particularly those i^ith older applications, don t 
include the Finder or System 6. Such a disk is still a startup disk, however, and you can start 
the program directly from the disk. To switch applications, eject the startup disk after saving 
any documents you've been working with. Then insert the next applicatk>n disk in the 
stanup drive, and press Command-Control-Reset to restart the computer (see Figure 6-1). 



Switching fippllcations l4l 



Figure 6-1 Rcsmning the computer by pressing Command-Control-Reset 

That is, hold down Command (the key marked with both the outline of an apple and ihb 
smbol K)andContrt)Ldien press and then release Rt^stt (thckevmai-keduithatrii-mglc 
A); when you iiear a beep, release Command and Control. ( Be sure to hold dowri the: 
Command and Control keys until you hear the beep. Othcr^'ise, the procedure won't 
workO 

In a few moments you see the opening screen for your application. For information on how 
to proceed from here, see the manual diat came with your application. 



Saving documents 

'K'hile you're workinj^ with a document, the information yoy enter Is stored in the 
computer's RAM, But because is temptirary memDr\'. you could lose lhat information, 
for example, if [Iktc\s a power fciilure or if you accidentally pull the power cord out of the 
oudei, l"hat s why it's tniponant to .save your work at regular intervals. 
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Vou save your work on a disk. It can be a 3.5-inch disk, a 52vinch disk^ a hard disk, a 
hard disk panition, or a file server volume, [f there's room on your application disk, you 
may want to save documents rliere. Or you mighE prefer to keep docuniertts on separate 
disks, called data disks. 

To save a dwument on a disk, you choose the Save command from the appropriate menu 
in your application. Whea you do so, the program asks you where yoti want to save the 
document. Tliere are three ways Lhat a program is likely to ask for tiiis information: 

■ ff the application use^ the desktop fnierface. it will probably present a direct::tr\' dialog 
box, which lets you move about in the different levels of folders on your disk to speiil^' 
the desired location. 

■ fftlje application is text-based it may ask you to specily a slot and drive number, or it 
may ask you to specify a pathname— (hat is, a series of names listing the path the 
computer must fellow to reach [he desired location. 

^Iien you save a document, you can give it any name you like, provided there isn't 
already a document bv that name on [he same disk or in the same folder, and pnnided the 
name conforms to the ProDUS. HFS, or application's rules for naming documents. You 
should able to find the rules forvour program in the manual tl^at came with it. 

If you doni know the ProDOS, HFS, or application's rules for naming documents, follow 
the naming rules on page 91. 



Saring by using a dircctoi'v dialog box 

In most graphics-based applications, you Ye presented with a directon'diabg bc^x when you 
give a Save or Save As command. Directory dialog boxes generally ha\'e four main features; 

■ an icon and pathname indicating the currently selected disk or folder 

■ a list shotting the directory of tiie currently selected disk or folder 

■ a box where you type the name of the document to be saved 

• a set of buttons that let you give commands to the computer 

Follow these general steps to save a document using a directory dialog box. Different 
applications implement the features of the directory' dialog box in different w^ys. If these 
steps don't corres[>ond to what you see on the screen, refer to the manual that came with 
your application. 
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1 Choose Save As from the File menu. 

The directoiT dialog box appears, 
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The first time you save a document, you also h-Aw the (ipiion to use the Save commtind. In 
either case, you vviil be able to name yourdtKument. ( ^^en you make further changes to 
a named dcK:umen[, you use the Save comtiiand; you use the Save As command only if yt)u 
want to remme or i'eloatte your doLument.i 

2 Click the Volumes button to see a list of all the available volume^- 

The list shows you all the disks you li^ive available. 

3 Select the disk on which you want to save your duLument, and click Open. 

You sec a list of the available folders on the selected volume. 

4 If necessan , open the folder where you want to save the document. (If the folder 
is nested inside other folders, you have to open all the necessary- folders.^ 

To open a folder, click its name or icon in the diraTon' window and then click the Open 
button. Or just double-click the name or icon. 



♦ Netw'ork users Ifyour Apple IIgs is pan of a network thar includes an AppleShare file 
!^er\er, you tan t use this dialog box to save a document in someone else's drop folder. 
Instead, you musr save and dose the document antl use the Fintler to drag the docLiment s 
icon into the drop folder icon. For nuire information on drop folders, see "Using folders on 
a hJe ser\'er volume," on page 289 in Chapter 12. ♦ 
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Give the document a name. 

The name of the document may already be highlij^hted ("UmiiSed" for a new document). If 
it is, and if this is the first lime you're saving the document— or if you want to save an 
existing document with a new name— r\'pe the new name in the box provided. If the text 
l^ox is not already higlilighted, yon must click the text box to position che insertion point 
before you sti^rt to type. Follow the nnming conventions on pa^e 91 for the appropriate file 
format. If yon are making changes to an existing document, yotj won't have [o retype It 
unless you want to change the name. 

Click the Save button. 

Your document is saved on the disk. 



Saving bv using a pathname 

Some text-based applications let you save documents in folders. To do so, you supply a 
pathname^ which btgin.s with the name of the disk on which the file Is stored, folloxved by 
the names of any folders in which the file is nested, and ends with the name ()f the file itself. 

GS/OS allows you to use pathnames l>e^inni[ig with a sk^h if) or a a^lon ( ; ) separator 
If you're using a ProIX>S 8 application, htjwever, you must use a slash. 

Important The separator character y{)U use to begin a pathname must be tht same as the 
character you use to separate the parts of that pathname, For example, if yoti use a colon at 
the beginning of a pathname, you must use colons to separate all parts of the pathname. A 

The pathname /Personnel/Sales/Sanchez/'Status.Repon. for example, corresi^inds to a 
document called SUifusMeport in a folder called Scmdiez. w^hich is stored in a foider called 
Sides on the disk called PersonneL 

If you don't use folders, the pathname for a document is formed from the disk name 
and the document name. For exadiple, the pathname for a document called hijiko. 10.28.91 
on a disk called Letters w(mld be .letters/>uiiko.I0.2S,91. 

To cut down on your typing time— and on the oppoaunities for tvping errors— many 
applications let ytiu specify a prefix. As the name suggests, a prefix is the first part of a 
pathname. The prefix can be just the disk name, or it can include one or more folder names 
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as well. The manual that came with your applk'atton will tell you whether you can u.se 
prefixes and how to set a prefix. 



Saving by using slot and drive number 

If an application asb for slot number and a. drive number when you ch(X)se its Save 
command, it's a.sking which slot ctirresponds to the drive that contains the dtstination disk, 
and whether that drive is the first or second drive connected. 

♦ By the way Applications that ask for the slot and drive number do not let you save a 
document iti a fi ildcr The document is automattcaJlv saved in the disk n>ot directon; ♦ 

Disk drives connected to the disk drive port 

If the disk where you want to save wur document is in a drive connected to the disk dri^'e 
port, specifv' slots as follows; 

■ sk>t T for a 5 5-inch drive 

■ sk>t 6 for a 5^>inch drive 

For each r\''pe of drive^ the drive connected diiectly to the compuEer Is drive 1. Tlie second 
drive, if there is one. ts drive 2. 

If you're using some of the computer's memor>' as a RA.M disk, the RAM disk corresponds 
to slot 5- The drive numl>ers of 3.5-inch drives may be dilTerent from the above description; 
for more information^ see "Setting RAiM disk size," on page 11 1, 

♦ More than two 3.5-incli drives? If you have more than two 3.5-inch drives 
connatL'd to the disk drivt pi'n't. slot 2 can act as an "overflow" slot for the additional clrives. 
The third 3.5-inch drive coriesponds to slot 2, drive 1. and the fouith 3.5-inch drive 
corresponds lo slot 2, drive 2. ♦ 
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Disk drwes connected io controUer cards in Infernal slois 

[f the disk to which you want lo save your document is in a drive connected to a card in an 
internal sloi, specify tlie number of [he slot that coniains the card. The dri^'e connected 
directly to the card is drive 1 . The second drive> if there is one, is drive 2. If you are using 
partitions, the first pLtrtition is drive 1 and the second partition is drive 2. 



Printing documents 

\Chcn you're vvorliin^ with documents in an appSiciition, the application determines the 
way you do such basic tasks as ci'eating, saving, and printing documents. The procedures 
for such tasks can var>' greatly from application to application. You usually print your 
documents from within the application you use to create them. For specific instructions, 
refer la the manual that came widi your application. 

♦ Network users [f your Apple IIgs is pan of a net^v'cjrk and you use printers on the 
net^vork, be sure lo read "Printing over the ne^^'ork"" in ChaptcT U. ♦ 



Eniiing a work session 

lliis section describes tlie procedures you follow when \"ou re ending a work session: 

■ quitting an application 

■ shutting down 
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Quitting an application 

^C'hen you re ready to conclude a work st^ssion witli a particubr application, follow ihese 
steps to quiC: 

1 Save any documents you've been working with. 

See ^'Saving documents, ' on page 142 or refer to the manual that came with your 
application. 

L Quit the application. 

Choase tlit Quit mmmand from the File menu. 

If ytm staned the application from the Finder^ yuu return to the Finder desktop. If you 
startL'd the application directly from a disk that doesn't include the Finder, the System 6 
Froj^ram Launcher will start up. 

If your application doesn't have a Quit command, tr>'- one of these meth(xls. Start with the 
first method in the list, and try the methods in sequence until you find one that works, 

• Press Comniand-Q (for Quit). 

■ Press Controi-Q, 

■ Press Q. 

■ Check your application manual for other methods. 

■ Insert a different sianup disk in your startup drive and press Command-Control-Reset. 

If none of these methods works, eject all diskSj switch off the computer, and then switch on 
the computer again. 
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Shutting down the LDmpiitcr 

Wien you're using the Finder and are ready to end a mirk session at ihe computer, follow 
these steps to shut down die computer: 

Choose Shut Down from the Special menu. 

If you will be shutting down from the Program Launcher, click Cancel then select Shui 
Down from the File menu. 

You see the dialog box shown. The option labeled ' Shut Down (turn off system power)" is 
selected. 



PrtFiMieH-, 
lean InfB' il 



Shut DoNn (turn eff sustn ooticr) 
O'Quit to irtviDu^ oDpUGoticni 



[ tnncg] 3 ( 



Click OK. 

The computer ejects any disks in your 3.>inch disk drives ^and CD ROM drives), and a 
message appears letting you know that it's safe to switch off the power. 

[f you change your mind about shLitdnjj down after you Ve clicked OK. reinsert your startup 
disk and click the Restart button tjn dit^ screen. The computer siarts up ^^n from the 
startup disk. 

Switch oETlhe computer and the muoitor 

Shutting down by the using the Stuu I'Xiwn command is the proper way to end a work 
session. The Shut Down comniand allows the system to save information necessar\' to 
maintain a welJ-orderet.1 desktop. 



Ending a wcjrk session l49 



Using Teach to practice application tasks 

Teach is a word-processing^ application that cnme.s with your 5>'steni sofmre. It lets you 
rad, write, edit, save, and print your own text documents. YoLi can also use it with the 
instructions in this hands-i )n tutorial to !earn the basic tiisks of working with an application^ 
The Teach pnjgram is on the Apple Ucs System'IOoisJ disl;. 

♦ By the way Teach also provides a meaas for Apple Computer and other software 
rievek>pers to makc^ sure that the information you get about a new prodtict is as up-to-date 
as possible ^tien you see a Read Me document on your screen, it contains last-minute 
information that couldn't be included in the manual. You use Teach to gain access to this 
Read Me information. ♦ 

In the following sections, yoaH be using Teach to learn how to do these tasks, common to 
most applications: 

■ starting an application 

■ creating a dtx:umeni 

■ saving yt)ur work 

■ editing text 

■ printing from within an application 

■ importing files from other applications 

Before you start working with Teacli copy the application from the SystemlboisJ disk to a 
blank, formatted disk; name the new disk Teach," For instructions, sc^^'lnitializingadi^l^," 
on page 90, and "Moving and copying files and folders," on pa^e 122. 



150 Chapter 6 Working VC'ith Applications. 



Siartiag the Teach application 

After copying Teach to a new disk, foUow these steps to start up the prtigram: 
Start up your computer with your startup disk. 
Insert the newly-created disk that contains Tfeach. 

If you are using unly uiie drive^ you'll haw to eject the startup disk beftire you insert the 
Teach disk. 

Open the Teaebi icon by double<lickiag it. 

You can also select the icon* and then choose the Open command from 
the Rle menu. 

Like most iipplicattons, Teach has its own menus and ii.s window has a title bar, close box, 
size box, zoom box. and scroll bars. Alstt like many applications^ Teach always opens with an 
"Untitled" window when you launch Teach. You create whatever you w"ant with the 
application and then name the document when you save it. 



□ Untiiied H 



:0: 



ft 



Creating a document 

Now that you've started Teach, you can aeate a documents 
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On the screen, a blinking vertical bar marks [he insertion poini. where text you upe will be 
inserted. If you make a mistake, use the Delete key to era.se chamcteni back to where the 
mistake :ind then stan typing again. 

Use the keyboard to type this sample paragraph; 

The excitement ol: using a computer for the first time is 
no longer unique in tJnis age of technology. In the years 
to come, more people will be using computers on a daily 
basis. Computers can currently be found in almost every 
office. The computer revolution has just begun. 

As you type, do not press the Return ke>' when you gel to the cad of a line. 

Most appliaitions that let you enter and edit text— such word-processing applications- 
scan the ]iew lines ftr you, It's a feature called "word wr^ip," so called because if a word is 
tcx5 long to fit at the end of one line, the word wraps around to die next line automaticalh-. 

You'll have a chance later to learn more about adding and editing text, but iKm give the 
document a name and save it 



Saving your work 

This procedure gives the document a name of its and putsa copy of it (wiih that name) 
on the selected disk. It is stored the^L^ as is, until you decide to rename it, change it, or 
delete it. 

Choose Save As from the File meuu. 

Tlie directory dialog box appears pri>mpting you to t\'pe rhe name of your document in the 
text l>ox. Because the text box is selected (highlighted), the n^tme you t\pc will replace 
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'ITntitlcd" auioniaiically, llieie's no need to use the mouse to position the pointer in the 
text box. 




O© TmcH (ProDOS) 
?45fref of tm. 



Scvt the file a%: 



:5| [HwFtlJr ) 



c 



1 ^ Save ~ 



2 lypc Memol m the text box. 

3 Click the Save button. 

Your document is saved on the disk just as it appears on the screen. After the computer 
saves the document, the title bar shows the name you just gave it. 

With your work saved on the dijik, you can quit the Teach application and return to the 
deskiopn 



♦ Noie Some applications, notably HyperCard IIgs, save automatically during the work 
session. Check the documentation that came with your pnjgram to see if it has an 
automatic save feature. ♦ 



H: Choose Quit from the File menu. 



ISO ^ 

*t¥ it 
o»Eii... 

liptrt fill... 





n 


PrD[DS 2itM(i )3Kusf4 


7N7K free 


m 






Teach Hiicl 






<5l 


\^ 





Priit... dr 



Using Teach to practice application lasb 153 



Thede.^ktop appears again. But now the icon of viour new document appears in the window 
of your disk. 

This new icon represents the cl£)CumenL vou created, and l>eiow it is (lie name you ii, 
^■lien you work on this document again, you select and o|jen the icon just like any odicr 
icon. 

Most documents you aeate will have an icon particular to die application y[)u used to 
creare them, st; you can tell wjiich application you used to create each of your docun-ient?^. 

N'ow you've created and saved a document. In the nexi section you'll Itrarn how to 
modify a document by i-e\-isi[ig ilie memo you've wi-iiten. 

Inseiiing text 

^t'hen vou want to add text to wliaE's alreaciy ti-sere. you can make insertions withtxji 
disturbing the existing text. 

Follow these steps to insen text: 

1 Open the Meoiol icon. 

Opening the document you want lo work on also starts the Teach appiication you need to 
do the work. You don t have to open the appiication first and then open the document. 

If the Finder is unable to find the appnnprtaie application on disk, follow the steps on 
page 138. 

The Teach program starts, and the document you saved earlier reappears, just 'as it was 
when you saved It. 

£ Position the insertion point in Front of the c in the word computer, then click. 

\bu re moving the insertion point to where you want to add text. The blinking vertical l>ar, 
called the insertion point, mitr ks where the text you type will he inserted. If you make a 
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mistake in positioning the insertion point, you can repo.sition it either by clicking 
somewhere else or by pressing the arrow key lo move the insertion point left or right. 



Tilt eitittneni of usin^ njcGapiiicr far the fir^t Mat ij nt hnnr urinuf in 
thi; n^E }f Eec^ntio^ij. lii cd Dafn^.aotf peos It Mill be u^icij 

CM9uter« Doo laili busi^ l^wnpuiers can cjrrtntlH b( found iAfllit'iC 
«ver4'[>ffk?. The cnapulff rsvolulion Iw^ jwit htgun. 



TV'pe persorta! 



Th& entitMijnt uf usirg i p*cijnal ctmifutfr for tht fir^l tmt fio longer 
unigu? in this at t&ehnolo^if. lib tfitnearstoco^.vcrep^aplt Mill be 
using cnpjtirs irii a dfliltj tn^is. C'Mputfn cin cvrrf ntln bf found in 
alioil tvfrti >»ffic». The CM^iiur rfvolutian hts. jutt begun. 



X^'Tiat you l\'pe appears :i[ the insertion poinT. {Don't forget to add a spnce after personal,) 
You probably noticed that when vou jdded text, the words on the i icher lines rewi'ai:>ped to 
accommodate the extra word. 



Selecting text 

You select text in order [(] delete it or replace tt. In cenain a[ip!icai)ons. such a^ w^cjid 
processors, you also select text in onier to copy it or to modif) tome aspect of it (such as 
its size or typeface). 

There are four techniques for selecting text: 

■ dragging 

■ clicking and Shift-t."]icking 

■ double-clicking 

• ch(x^sing Select All from the Edit menu (Or Command A. the keyboard shoncut) 

You'll probably use different techniques depending on the length of the text to be selected 
The first two techniques work in all circumstances, so you can stick to one of those methods 
if you find it convenient, The last technique selects all the text in the entire document, so 
use it carefitlly, 
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Dragging to select text 

This technique is l>L\st suited to seleciing pans of wools or short passages, 
Follow tliese steps to select text by draggini^; 

1 Position the pointer at one end of the text (o be selected. 

Note that the pointer becorrKes an I-beam when it's positioned witliin the texE window. 

2 Drag across the text. 

The text becomes highlighted as you drag across it, indicating that it has been selected 



7 



Tilt 6«CLEerri°[it of ijsini a o&rsangi cMputi 



Yhr tJif f irit liac is no (cngtr 
uniguE in og? of tschntltigy. In th» ycflr'^ to cwF.atrc B'nvIc will be 
(isin^ CD«iijttr& on a doily biits. Coaevifrt cfin currently h# fo^nd in 
alio&t iverst office. The CMputer r^srolution [ia& just b«gun. 



1> 



3 Release the Mouse button. 

Clicking and ShiJUiicking to seleci 

This technique is best suited to seEeciing long passages. 

Follow these steps to select text by dicl^ing and Sh^fl■clicl^j^g: 

1 Click at the beginning of the text to be selected. 



Hold down one of the Shift keys while you click at the other end of the text to 
be selected. 

AJI die text between the point of clicking and the point of Shift-dtcking becomes 
h!ghli;[j]ited, indicating tha[ it has been selected. 



3 Release the Shift key. 



156 Chapter 6 Working With Applications 



Doubie-clkkfng to select text 

This techniquL' is used when you want to selecr compli'tff words. Iftlie tcvt to be selected 
is part of a word— or hegins or entls in the middle of a word— you must use one of the other 
niechnds of selecting text. 

To select a w{ird, double-click it. The word becomes highlighted, indicating that it has 
been selected. 

To add an adjacent wt ird to what you Ve already selected, hold down one of the Shift 
ke>'S while you click the adjacent word. The highlighting extends to include ihe adjacent 
word as well (You can continue adding adjacent words indefinitely by repeating this 
technique.) Dragging will alfio select adjacent characters^ as longas you hold down the Shift 
key while you drag. 

Choosing Select All to select test 

Thii techni(]ue is used to .select all the text in a docitment. 
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Choose Select All from the Edit menu, All the text of the memo is now 
highlighted. Click anywhere in tlie memo to deselect all the text. 



find... 



Editing tL^xt by cutting and pastii^g 

Follow these steps to modify'- a document by cutting and pasting: 
If necessary, open the Memol icoa. 



L'sing Teach eo practice application tasks 157 



2 Select the entire j^econd sentence by positioning the (-beam after the period that 
follows the word technohg}' and dragging to the end of the sentence. 



Tilt estiteafnc of ysin^ t o&rMfl Q] cwciittr far ch* first tinit rm lamtfr 
unjjut-in thii 038 of It chn It 1 a j (TiHnTHifflniffBn^iTiHJTHiCTffll j ^ 
[HIIHBif!ffIll<3a4ffjgiKifi>ii]iir.Lf£j|ri»iiiit<irc ^dh current Be ftund tn 
Qlioit evfn i»1fke Thf cniutcr rtvolutiDn just bt^m 



Move (he insertion point to the beginning of the phrase you w^m to copv and die!:. Drag 
ihe mouse to Lhc right and down until you have selected all tht^ text you witnt. (Be sure you 
include the pmi^l at [he end of the sentence.) If you move the pointer off the sentence, 
you might selet't more than just the sentence. If this happens, just reposition the insertion 
point and start dragging again. 



3 Choose Cut from the Edit menu. 



The sentence vanishes. ^Iienever yoii chot>se Cut or Copy from the Edit 
menu, wliatever you cue or copy is put in a holding place called the 
Clipboard, ready tor you to paste to a different location if you ^^-ant. You 
use Copy when you want to leave the selected text where it is and put a 
copy of it somewhere else. Copy works just like Cut, except it leaves the 
text you selected tn the document. 

4 tMove the insertion point by clicking after the period that follows the word officii. 

5 Choose Paste ffom the Edit menu. 
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The contents of the Clipboard— in this case* the sentence you just cut- 
are pasted into the location you selected, 
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The contents also stay on the Clipboard until you replace them by choosing Cut or Copy 
again (or .shut down the computer). This means you can continue to paste them. You can 
paste within one d(Kumcni, l5crc\ een two documents created with the simie application, or 
between dtK-uments created with diFfercat appi scat torts. For example, you can draw a 
pittur^ with a s^raphics pnjgram and use ii in a report you aeatc with a wurd-processing 
program. 

Deleting lext 

Follow these iiteps to delete text: 

Select the lext you want to delete. 

See "Selecting text," on page 1S5 earlier in this chapter for review. 

Press the Delete key. 

\bu can also use the CleEir key or Control-K. 

In addition to the standard procedure, there are three keystroke commands that let you 
make specific kinds of deletions; 

■ To delete the character to the left of the insertion point, simply press Delete, 

■ To delete the character to the right of the insertion point, press Control-E 

■ To delete all the text to itie right of the insertion point, press Control-Y. 

Replacing text 

Follow these steps Eo replace existing text with new" text: 
Select the text you want to replace- 
Type the new text. 

^!^■■llc^ you type tlie lirst character of the new text, die selected text disappears. What you 
type replaces it. 
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Changing the font, size, or style of document text 



You may want to change the look ofyour document by changing the font (the typeface), or 
the size and mk uf the text. In this section, you practice changing [he look of your memo, 
These steps assume the Memo I file is open and the window is active. 

1 Choose Select All from the Edit menu. 
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AJI the text of the memo is now highlighted. 



2 Select Choose Font from the Fonts menu. 

A dialog box appciirs, listing options you have for f(5nt.s, font style, and font size. The font 
you're using now is already highlighted, the Plain si\'le is selected, and the 8-point font size 
is selected. 
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3 Change yo ur font options . 

If the Fonts update is not iasiaiicLl on your :^tartup disk, you won't beai^lc to select a new 
font, Gfi on to the next section. [For informaiion about installing tho Fonts update, see 
Chapter 2. "Using the Installer," starting on page 19.) 
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1 . Double-click the Venice font to select it. 

2. Click in the box to the left of the word Bold. 

3. Click in the Size text box to position the insertion point, and type "10." 

Click OK to confirm your font selections. 

>S'1ien you return to yournicmo, clicking out^kle the highlighted area dcscleft,^ the text that 
you highlighted in step 1 . Notice that the typefece is dilTerent, the size of the type is larger, 
■M^<^ the memo is dispEiiveci in lioldfiice. 



Th& m^imxA of usin^ u peruiiuE cDmpub? the first tim^ is rw 
[on^ luiufue in this ttduiob^. Emputers m nirrenthj ^ 
fiuiul in nbust eveth offics. Ta the \px% to mi, mn penpis ivUI be 
mx^ [smput^rs a daiUf bo^. ThE CDmfKitEr rwDiutiDn fu>& just 



Position the pointer at the beginning of the word/o^ in (lie first sentence and drag 
to the end of the word ihuij. 



7^ ^ttemenl if usin^ a persDiuLl computEr inir^PFi^ is no 
[onfi uni^iiK in this tec^lotii^. CDnpiUeis [w^ ti^reiUbf be 
fDund in olrust n^Eri| offii^. In th& to iMie, nuir pcspb: ii»if[ I 
t»4fl9 [Hfmputm Dn a ksts. The cmfwtu reiiMin Ivm jiut 



This time, choose Italic from the St}le menu. 



LtiL4 till 




The ExritemBnt of mx^ a persittol romputer f>7r tAc fifsf K9 
[EMU[Er luique in this ei^ of teElMHlniN. CDmput^s ^ui nirnntb^ h 
[duiiI in alnust d||u:8. 1a tk i^s to [;DmE. m peopte wiU 
usimi Rfinputeii on a My huU, The ^lUei rn'otution hm just 



The phrase for the first time, is now further emphasized in your memo. 
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You may want to experiment with other fonts, sty'les, or sizes that change the bok t>F)'(jur 
memo. You can change font 5tyie and size by choosing the Choose Font command in the 
Fonts menu, or by chot vsing the appropriate commands in the St>'le and Size menus. 



Changing all occurrences of a word 



1 

7 



Sometimes yon may wmt to change all occurrences of a word or a string of w-oah in your 
cittcument^. Many applications allow you rnake such changes easiK' with replacement tools. 
This seciion explains how to use tlie Replace ci.)mmand of tiie 'leach application to nuke all 
die changes at the same time, instead of making them one by one. Tliese steps assume you 
have the Memol fileo|3en and the wintbw is active. 

Click once in your memo to make sure no text is selected. 

Choose Replace from the I:dil menu. 

A dialog! box appeiirs. prompting you for the word or strint^ of words you want to replace. 
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Type computers in the first text box. 

In this case, it's not importEnt whether the word conipiuens begins mh an upper- or lower- 
case letter; don't select the "Case sensitive" box. 

Click "Stan of dtx-ument" to have Teach start its search at the beginning of yoitr file. 
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Type personal computers in the second text box. 



H&Dlacf wiiliwligt mjiij? 
ftgrso ngl cwputm 



Click Replace All. 

Clicking Replacc.'Ml changes all occurrences of ih^m^r dcoml)titeii: to pmonal computers. 

Clicking Replace would cliange only the first occurrence. You could then choose Replace 
Same from the E-dit nicnu r> make the same change on the next occurrence. 



Jhi EXcUemaii of mm^ tt p&rs jrul ^anputo fffr the M- im^ i^ra 
[Mcier iuui|uc in this 7| UrU^. ^msl fvmputers 
EiuEEiitUi k \md in nlmost ei»srij DfllcE. liv the i|bus tct n^rne, more 
people wlU Ei£ usuui p^sonal COTputus in u liaibi bos^, JHe cwnpiOer 



Remember that diffcrcni applications may handle replacement functtoas in a different way. 
Refer \o the manual that tomes with your application. 



■y 



Finding words or strings of words 

In i>ome ca^es, you may want Co find certain words or strings of words in your document 
without necessarily making changes to them. In this section, you use the Find command of 
the Teach program to locate a word, and then you can decide whether to make a change or 
not,. 

Click once in your memo to make sure no text b selected. 
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L Choose Find from the Edit menu. 



4 



6 



ID 




Cut 


:K 


tm 














an 




if 


FiniSae i. (it 


ll«pl(ieE... 





I I CaiC' ttniitiwe' □Start (if dccwiifnt 



C[1EI>C»1 



A dialog box appe^irs. prcmiptinE» yoLi Ti )r ihe word or strint^ of words vou want to (iiid. 
3 Type personal computers ill the text box. 



I['s nor imjrorrant whether [he words personal computers begin with an up|-)er- or lower- 
case letter; don't select the "Case sensitive" box. 

Click "Start of ducument ^ lo have leach stan its search at the begitining of your file. 
Click Find. 



!5 When Teach finds the first occurrence of the phra.se. decide whether to delete the 
word permmil before compitteis. 

If you want to, position the insenion point lielbre the won;] compiUet^. and then use the 
Delete key to delete ti^e word persomil and a space, 

Or you m^ty not want to make an^'cliange. 



Choose Find Same from the Edit menu to locate the nexi occurrence of the word 
and decide whether to change it. 



You can repeat (his process as tnany times as you need to go through 
voLir entire document. 
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Saving a document under a different name 

Now that you've L^tiiecl your originaJ memo, you need ro sa\'e your revision, you're 
finished mtiking changes lo a dcxument, you have three choices forsa\ing^ Save, Save 
and Save Copy As. 

You can choost Save from the File mt'nu, and the revised dtKumcnt is saved wicli the 
same name you ga\v the original, That s fint- if U3U don't want to keep li separate copy of 
the original document. But you m;iy want lo save the revision and keep the oiiginal, ttio. 
[ For example, you may have a form letter that you keep as a template; you can personalize 
the letter and save different versions with new names.) To do this, you choose the Save Aa 
command from the File menu. The Save As cormnand can also he used to save your 
document to a different fcilder or disk, 

Use ilie Save Copy As comntand [o create a copy of your active dixument. and llien 
continue working on the document without hjving changed its name. To do this, you 
choose ilie Save Copy As command, name the copy, and save it on disk, You tlien return to 
your active document, which still has its original name. You can also use the Save Copy As 
command to save documents in different Hie formais. 

Foliow these steps to save your document with a different name: 



Choose Save As from the File menu. 
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The dirmory dialog box appears. The tiame uf the original document appears highlighted 
in the text btix. 

You can edit the names of documents just zs you would other text. Or if you prefer you can 
just t\pe a new name ftjr the document rather th^ui edit the old one. 



Using Teach to practice application tasks l65 



Position the pointer in the y/ovdMemoJ behveen the o and the / then click and 
drag to the end of the title. 

The text betjomcs highlightt^d. 



Teach (Pn)D*Sj 
747 fm ef im. 



l5 r^tnmi 



Hemoi]! 



c 



J 



Sew? 



3 Type 2. 

typing ovcfthc.selecied text replaces ii aLHymatit:jlly. 

4 Click the Save button. 

You've .saved the re\-ised memo with a new name. Notice Ehat the litle bar changed to show 
the name you just gave the re\'ised memo. Vburoriginal document is still stored, unaltered, 
with lis own name. 



Piinting a document from within an application 

To print a docunienE from within an application, the program must be open and the 
document must appear in an active window. Yoursaved memo is now ready for printing, 
assuming you have a printer ctmnected to your computer and the itpprctpnate printing 
software installed m your startup disk- (If you're working with an 800K sianup disk, you 
must install the appro[]riate printer updates. For information abtjut installing updates, sec 
Chapter 2, "l.smg the In^iallen") 
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Follow these steps lo prim your memo: 

1 Choose Rige Setup from the File menu to fset printing options such as page 
orientation and paper size. 

The l*a|ie Setup Dialog box appears. After setting your printing options, click OK. 
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DriprtDtion: 



J Choose Print from the File menu. 

In mosi programs, one or more dialog boxes appear, You can click the vsiious options to 
control the way your printed document will look. ^Iiat the optionii allow, and how you use 
them, depends on the application you're using- Refer to the manual that came with the 
application. 



Important In orderto print mci must first select the appropriate printer from the desktop 
Cont n )1 Panel. Sec Chapter 7, ''Using the Desktop Conn'ol Panels." staning on page 171. a 
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Imponing files from other applications 

If yoii likt' working in the leach pro^iram. )vu ims iitbriiig ttrsi from docunieiiES you 
haw ci-catL'tl In other prog:ani.s into leach, Yuu can impori Jucumenis from any uf the 
ful]o\vingapplifation;s; 

■ AppleWorks* GS 

■ AppleWorks 3.0 

■ MacWrictr' ^.0 (from .^ppleSharc or if you have installed the HFS FST) 

^Xliile you have Teach running, Follow [hese steps to import files ihrni one of [he supporteil 
applications: 

Choose Import File frum the Tcath application's File menu. 

A dialog bos appears, listing the im\xm options and prompting you to locate and select a 
file. 
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^ Select the application that created die Ale you want to import, and then locale 
and select the file from the list. 

3 Click Open. 

The document appears, and you can work with it in the Teach application. 
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Quitting Teach 



^htrn yuu've finished wurking with an application, quitting closes all windows and takes 
you Lomplctcly uut uf tht program. If you have foii^otien to save your work, you usually see 
oni' or more dialojj boxes that remind you to du so. 

To quit Teach or any other applicadon, chtxise Quit from tlie File menu, You return to the 
desktop, where you see both the icon for your original document aiid an icon for the 
revised memo with the name you ju«st gave it. 

Keep in mind ihat this chapter provides only a liasic intrtxluction on how to use 
applications. Remember to consult the manual that conies with imy application you 
purchase; each one will have its own rules and conventions. 
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Using the Desktop Control Panels 



The desktop Conrrol Panels let you customize various iispects of tlie Apple IlGS computer 
to suit your own needs anti preferences. You can change the volume In'el [)f the computer's 
sound, the pitch of the compuier's beep, the re.^ponsiveness of both the mouse and the 
keys [ in the lfc>'board, the Hashing of the pointer or insertion point, and many other 
features. You can also u^etl■^e Conirul Panels losei up connections to tjriier equipment you 
use with your computer. The ContR>l Panels ev-en let you ir:ick (lie date and time. 

This chapter contains inihrmation on these topics: 

■ t)penin^i^ the tontrrjl Panels 

■ making changes to the Control Panels settings 
• workinji with Entli^idual Control Panels 

■ Icnivinj^ the Control Panels 



About the Control Panels 

The desktop QintroJ Panels feature is a ne^' desk accessor\^ (NDA)— that is, a "mini- 
applicaticin" thars available when you are using most :ipplications. The settinf^s for many of 
its options arc stored in special, battery -pou^ered R,\M and sonic zr^i stored on thestanup 
disk. LlnlikL' ordinary RAM, the batcery-ptwered memory retains what's stored in it even 
after the computer s power is switched off. As a result, the dianges you make to Control 
Panel settings are save<i for fumre sessions. 

A Impartant If the batter)^ is running low, the Contrc?! Panel automaticaJiy restores the 
original settings. If this happens, have your authorised Ajiple service provider replace the 
battery, then you can change the settings back to your preferences. A 

Although this chapter details only the desktop Control Panels, there is another way to set 
Control Panel options: The texi Conlwf Pcmd is a cla,^sic desk accessory fCDA) thai 
operates in ttie lexE eniironnient. To t;e[ to the teM Control Pisnel, hold down the 
Command and Ctd [Contrtjl) keys while you press and then releiise [he Esc (Escape) key. 
If you need information a[x>ut the text Control Panel refer to the owner s guide that came 
with your computer. 

The next two secrions explain how to open the desktop Control Panels :ind how to 
make changes to the settings. The remainderof the chap[er explains ail the options you can 
set in tlie desktop Contnil Panels and what the different settings mean. 



Opening the desktop Control Panels 

You can open the desktop Control Panels from the Finder or from any application that has 
an Apple menu. 

Follow these steps to get to the desktop Control Panels: 
1 Start up the computer. 
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2 VtTien the Finder desktop (or your application desktop) appears, choose Control 
Panels from the Apple menu. 

In a moment tlie Control Panels window appears. 




Prlntfi Foit 



m 



The column on the left shows the icons of tile various Control Panels, The icons that appear 
depend on which u|xlates you ve added tti your startup disk by using the Installer, 

■ !f you've iustalied the HOOK update or the AppleShare. 33 Disk update on a Happy disk 
(via the Custonii7.ed Installation), most of the Control Panels described in tliis section 
won't appear Because ofspace constraints, these Lijxlates install an abbreviated version 
of system inii\v:ire that doesn't ituiiide most of the Control Panel categortcs. \m ice 
only the AppleShare and R.\M Control Panels, as well as the Control Panel for die 
netu'ork printer update you installed (if any). 

If you mx\i to make changes to Control Panels that don t appear, you may he able to use 
the text Control Panel. For information about the text Control Panel, refer to the 
owner's guide that came with your computer 

■ If mi've wstalled ihe AppleShare. Applciaik ImageWriter AppkTnIk hmi^j^eW^^ 
or LaserWriier updaie, you see the corresponding categt>n' of printer options in 
addition to all the categories described in this section. For informatifin about 
networking options, see Chapter 12, "Networking the Apple U, " starring on |iage Hh 



iMaking changes to the desktop Control Panels 

When you wane to make changes to a Control Panel click the icon of a Control Panel you 
want to change^ and click Open, You can aJso open the icon by doublc-dicking it, or by 
clicking it and then pressing Return. 
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You may have to scroll to find the Control Pand icon you want. You can also use the up 
and dtiwn arrows to search ihe lisE. 

The Control Panel opens in a windtjw that lists its options. ( You can open as many 
Control Panels as you like, tlragginy tlit windows ttt other locatitjns on the desktop to suit 
your convenience,) 

The technique you use to change setting depends ctn the optujn: 

■ Options rhat have only two settint^s— on or off— use a checklx)x. An X in the checkbox 
indicates that the option is turned on. 

To change an option represented by a checkbox, click the bos to add or remove the X. 

■ Options thai have two or more settings tise a pop-up menu or radio bunons. In pop- 
up menus, the current setting is displayed in 'A box to the right of tlie tption nante. 
Odter settings remain nut of sight uniil you display the menu. (You can tell that an 
option Lise-S a pup-up menu if a shadow appears behind the bt>x to the right of the 
option name.) 

To change an option represented by a pop-up menu, position the pointer on the 
cuirent setting (or on the opiion name), press the mouse biittoji to display the pop-up 
menu, drag throu^^h the n^enu uniil the setting you want is highlighted, and then 
release the mouse button, The pop-up menu disappears, and the new setting appears 
in the bo>:. If you do not want Eo make a choice, drag ouLside the menu and release the 
mouse button. The default setting for any pop-up menu is shown in italics. 

Radio burtons are small circles to the left of option settings. You can tell that asetting is 
currently selected if it has a solid black circle inside the button. To select a .setting that 
uses radio buttons, click inside the button nesft to the setting you prefer. 

■ Options that have a continuous range of settings {such as the sound volume level) use 
a scrtyli bar The position of the proportional scroll box wiihin the scroll l>ar indicates 
the current setting relative to the entire range. 

To change an option represented by a scroll bar, drag the scroll box to a new kxation. 
( Clicking the scroll arrows or the gray areas above and below or to either side of the 
scroll box will also change the setting.) 

■ Some options use windows to list all possible selections— highlighting the current 
selection. An example is the DC (for Direct-Connect) Printer Control Panel Tlie opuons 
listed in the window depend on which printer updates you Ve installed on the startup 
disk. 
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To chantjc i\ selection in a window, click che new seleciion. 

■ Time options require you to seleci what yciu waai to re.set {such as the year, the month* 
or the date), and then click arrows— up or down— luitil you rracli the appropriate 
selling. 

A Imporiant Sovfit of the changes you make in the control panel do not take eiTect until 
you re^itart vour computer ^ 



Working with individual Control Panels 

This section describes ilie desktop Control Panels. Some of them, clearly noted in the 
section headings, are available only from the desktop— not from the text Control Panel. 
Others are available froni the text Control Panel, but with different names. If you see no 
qualil\'ing note in the heading, you can assume that a Control Panel is available from botii 
the desktop and the text Contrtil Panel. 

Keep in mind thai v\'hen an option is described as "turned oflT the checkbox for the 
option is not selected, (Tliat ts, die checktx)x is not maiked with an X.) 



DC Printer 

♦ Note DC Printer is found only in the desktop Control Panels. ♦ 

If you print with a local panter (that is, a printer connected directly to your computeri . you 
useihcDCPniUerCmiro] Panel [forDirect-Cnnnect} to specif} the printer s t^pe and the 
port to which the printer is connected. In addition to selecting a pon in the Select a R^n 
\^^ndo^v. you must make sure that the port is activated in the i'te Coniml Panel (see 
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page 191 ). and that the port is configured properly in the Printer Pon or Modem Poit 
Control Panel. 



DC Printer 



in^= DC Printer ^ 


SelmaPort: 










Select a Printer Type 
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LaserWriter 





The Seled a Printer 7}pe window lists liII [\pL^s of printers for which you installed a IcHral 
printer update, i For more InFormaiiun, see "i^ddin^ capabilities to a System 6 stanup disk," 
on p^ge 22 ,) 



General 

♦ Note Tile GenL-ral Contr^jl Panel is fijund only in the desktop Conirol Panels. Many of 
these funciions ciin also be set in the text Control Panel under Keyboard, Mouse, and 
System Speed. ♦ 



This Control Panel includes a number of options you can customize. 
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Menu BUuking 

This [»ptitm L'tmtrols tlir nucnberof rimes that n nitnu mmmand blinks when you choose it. 
The blinking indicates that the command ha.s been selected; you may prefer to have more 
blinks to he certain you've madi' the choice you intended or fewer blinks so that the 
computer can start the operation more quickly. 

Cursor Flash 

This option leLs you adjust the intcr\'a] between Hashes of the cursor or in??ertion point. If 
the in[cr\-;il is s()' kmg that the inr^enion point isn't noticeable enough, change to a fa.ster 
setting, if rhe inter^^al is so shoit th:it the insertion [X)int is distracting, change To a slower 
setting, 

System Speed 

You u?^e the System Speed option to set the computer's speed. Fast refers to a maxsmum 
speed of 2 ,8 megahertz [MHz), the t(3p speed possible on the Apple lies withcui the 
addition of an accelerator card accessory. Normal refers to a maximum speed of 1 MH^. 
the top speed of earlier models of the Apple II family. 

Change the setting to Normal onlv when tlie fast sj'jeed throws off an applicntton's 
liming or keeps it from running properlv. If you change f!X)m Xtirmal to Y'Asi after starring 
up an appticaiion, you tnay have to restart the computer for tlie Fa.st string to take effect. 

Mouse Speed 

^■'hen you mo\'c the mouse acrass your desk, the p<]inter moves a corresponding distance 
across the screen. Increasing the Mouse Speed setting makes the pointer move farther for 
the same movement of the mouse— giving the impression that the pointer moves faster 
This Feature is es|>ecially useful if you're shf>n on desk space. 

Double Click 

If your attempts to double-click don't accompli^ih what they Ye supposed to. you should 
change to a slower or faster setting, 
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Momtor 



"^lien you uhl' tt:.\t-ba.sed applications, the Monitor option lets you choose from scveml 
charaaerset-s that allow the monitor to display special characters required in languages 
otiier tlian English. 

Keyboard 

The way ktfvs are laid out on a t\peT\'nter"s keyboard is not the same in ever\' country— and 
for good rca^son. Different languages use ktlers with varving frequentT; for example. 
French uses the letter much more ofttrn thim English tlt)es. So French ke\'board.s huve the 
Q key in li more accessible location than the ujiper-kft corner 



♦ By ihe way In aLiilition to the Keyboard tipiion in the General Control pjneL there are 
a number d keyboard features you can customize in ihe Keyboard Control Panel. ♦ 



Even in the United Slates, keyboard layout isn't unt\'LTsai. Most [People learn to type with 
the QiiVilv kexboard. named after the first six keys on d:ie top row of letters (properly 
called ihe Sholes keyboard). 

Vou may have learned with the Eh orak keyboard— a l^eyboard arranged to increase 
typing speed and efficiency by locating the most frequently used keys in the home row. I'he 
Ds'orak keyboard is also called the American ShniMifmi Keyhoitrd. (See Figure 7-1.) 

Witli [he Keyboard option ytiu can set your Apple Ikis to recoi^nize any of a number of 
standard keyboard layouts* including the Dvorak keyboard So if you're used to typing with 




someihing other than the Qwerty ke\'boaixI, you wnn't Imve tu go back to the hunt-and- 
peck stage to use your Apple llGS, 

Ti'ansfalfun 

W'Tien rlie Translation option is set t(5 Standard, van ran use the Option key in conjuntfiion 
with other keys to generate international language charaL'ters. This feature has an effect in 
gniphics-bai>ed applications only. 

In most cases, holding down the Option key while you press antjther key generates a 
special character atitomaticaily. A few commonly used diacritical marks require a two-step 
process: 

Hold down the Option key while you press the E key to generate the " 
diacritical mark. 

The diacritical marks avalkible on the Apple IlGS are shown over the correspontling 
kqtaird character on the keyboard. The following chanicters are availablei e, u, i. n, and 
on your keyboard next to the spacebar, is ' . 

Type the letter to which you want to add the diacritical mark. 
Tlie letter with its mark appears. 

Alphabetize DM 

Ulien this upticm is selected, your desk accessories appear in alphabetical order. 

Keyboard 

The Keyboard Control Panel lets you customize the way your ke^tinard responds when you 
pres.s the keys. You can adjust a variety- of ke^ttoard features, 

Speed 

When you hold down a key instead of pressing ant! releasing it. the ke\' re|>eats, like 
tbissxassssi^si. You use the Speed option to cliange the speed at which keys repeat. 
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Keyboard 



Belay: i Jf ^ j 
Budt Ep#>(l: | ifarma! \ 

□ shift Cap i/lwjreflSf 

8cGflgfaLian' Li,ii..E» | 



Delay 

You use the Deiay option U) chant^e the an^duiK of time it takes from the time you first h;)id 
down a key until ttie key stans rcpeatinji. Vou can also turn off the repeat feature. 

Dual Speed 

When you hold clown any arrow key, the insertion point move^j continuously in the 
{.liiectksn of rhe arrow. Using the DuaJ Speed option, you can double the ypeed at which the 
insertion point moves. 

Pirst. set Dual Speetl to Fast. Then, when you want to use the faster speed, hold down 
the Contml key while you prcs^^ the arrow key you want, [ 'Slien Dual Speed is set to Fast, 
the curtior's speed is normal except when you hold down tlie Control keyj 

Keyboard Buffering 

Tile keyboard buffer keeps track of keystrokes when the computer is busv and can't deal 
with them immediately. The buffer am keep track of up to 19 key^iirakes (Mter tliat. 
kcA'stnikes are ignored.) This feature lets you type a series of instructions to the computer 
while the computer is doing something else— performing calculations, for example. 



Imporlant Some applications designed for use with lx>ih the Apple lie and the Apple IlGS 
won't \M)rk when Keylx>ard Buffer is turned on. If you have trouble using an Apple Ile- 
conapatible applicaiion. try turning this option off. 
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Shift Caps/Lowercase 

Ordiaarily. when you press Caps Lock, every character yf)u rvpt: is capitalixed; w get 
lowercase characters, you must release Caps Lock, 

If you're typing a dt)i:unit.'nt that's mostly uppercase but has an occasional lowercase 
character, it can be inronvcnient to have to keep releasing the Caps Lock ke\'. Tlie Shift 
Capy/lovvercase t)p[Enn makes typing such a document easier. 

V^'hen this option is lurncti un, press Caps Lock and l^egin typing your document, 
^lienever you need a lowercase letter, press one of the Shift keys ^ you n-pe [he letter. 

Fast Space/Deleie 

When you hold down the Space bar, the ^pace chmcier repeats like any other character, 
and you get a row of spaces. Likewise, when you hold down the Delete key. successive 
characters are deleted until you release the key. 

^■lien Fas: Space/T)elete is turned {)n, vou can double the speed {)f spacicigand 
deleting. For the faster speed, hold down the Control key while you hold down Space or 
Delete. 

Keyboard Mouse 

Keyiioard Moustr options let you customi^^e the way the pointer behaves when wu're using 
the Mouse Ke>^ feature (not the nwitse anached to your kq'board). (For informEiiion on 
using Mouse Keys, see page 247, ) If (he Mouse Keys feature is not activated, these options 
have no effect. 

■ ftjitiai Dekiy let.s you change the amount of time it takes from the time you first hold 
dow'-n a ke>' until the key starts repealing. Hiis setting affects only keys used :\s Nkyuse 
Keys- 

■ Acceiemfioii lets you change the amount of time it takes for the |X.mner to reach its 
ni.iL\iinum speed when using Mouse Keys, 

■ Speed lets you change the maximum speed at which die pointer will move when using 
Mouse Keys. 
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Media Contrc)! 



♦ Note ML'ciia Control is fouMcl only in the desktop Control Panels, ♦ 



If you Li.setl the Installer lo add one of the media amrrd updarcs tn your 

P stanup disk, the Ma1ia Control Panel alkiws vou to set up connections 
to multimedia equipment; the AppleCD SC CD-ROM, and the Pioneer 
rt&di Q Ctrl 2000 and 4200 families tif kiserdisc players. You select a channel, the t\-'pe 
of media device to which the channel is connected, anti the ["Kiri rhroLifih 
which the comnuinication occLirs. For more inlonnation about the 
Media Control Panel , see Chapter 1 1. ■'Contailling Multimedia Devices/' 
staningon page 



Modem Port and Printer Pon 

.Most of the ports on the back paneE of the Apple IlGS are set up to mtrk with a pmicniar 
tjpe of device, at one speed antl in one hr\mi, Bu[ the modem port and the printer port 
let you connect a -ft ide variet\' of devices, each wiih its own s|)ecial requirements. Vou can 
change the seitinjj^ for these [xsrts with ihe Modem Port and Printer Port Contiril Panels. 
The options ia cai'h cutei»t)ry are rhe same: this siiows the Modem hm Control Panel. 



Hodem Port 



Printer Port 



=□1 



I 4q(I» Part i 



[fvicf Tijit: Vovr Cord 
Paiita: 
Saifd. 



Line Lenjtti: I ^_"lj'^'^/^ 

Jatn/Btflp: 1 S-T | 

IZlDelfle Lf ailti CH 
nm LF Qtt*r CH 

□ Echo 

□ Bufffrinj 
naClUlQrJ^hiJfcB 

□ QSH/DtR Nfmdilmk* 
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♦ Network users If yniir Apple llr.s is pun of a ntitwtirk, you see fewer options fnr the 
\)im iham^h wliich you ni:3de the network connection, \\■'hene^^"^ skit 1 nr slot 2 is set to 
x\ppleT;i]k. (tnlv four options appear tor rlie corresponding pun. Forexiiinple. if slot 1 is set 
la AppleTaik instead of Printer, you see only four Printer Pon options. ♦ 

The inotlem j7on is preset to work with tfie Appk^ Personal Mtxleni. The printer pon is 
preset to work with the Inia^eW'rittrrand LaserW'ritei" printers, its well as with tlie many other 
serial printers that receive information in the same way. 

If you have a modem or printer kxm a manufaiturer other than Apple, you may need 
to mtxlih^ the settings for the port to match the requirenients of youi" modem or printer. 
Tills is knf>wn a.s"confit;urins; the port." Tit usin^your modem ot printer before diangin^ 
any of tlie sellings. If it works, you've saved yourself sonic time. Lf it doesn't, the prohlenis 
you notice dosi characters and so on) may help you figure out which settitigs iieed lo be 
adjusted. (See your primer or modem manual for troubleshooting solutions.) 

♦ By the way If vou do change vour settings, you can always restore theni to the dcfeult 
settings by clicking the Standard Settings butmn. ♦ 



Table 7-1 Siund;»rd Selling 


Function 


Modem 


Printer 


Parity 


None 


None 


Baud 


UCIO 




Ul\i: U'lliil ll 


UnHtniied 


L'nliinitetl 






8-1 


Delete LF after CR* 


Off 


Off 


.VldLF^ftfrCR 


Off 


On 


BuffLT] ng 


Off 


Off 


Echo 


Off 


Off 


DCD HaiKbiiiake 


On 


On 




On 


On 


XON.OCOFF HiindsiiakL^ 


Off 


Off 


''LP L'ian abbrtfii:HiL)n Fur line k\\\. I'M \'S iin jhlifrnj 


iim tin' L.L[i'iji;L" rciurn, 
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Some applications autcmaTiciilly regulatt.' the transfer ofinformarion to a peripheral dnice, 
nverridinj^ tlie Lurrent seiEingt. for it pen. Ifrjn application :isks you to supply details about 
how the printer or remote computer wants to receive information (using terms such as 
baud, (.lata bits, and stop bits), it wiU use the settings you give it, overriding ihe Control 
Panel fietdn^js for the port, 

Somtr applications present a list of printer ry'pe.s from which they ask you to choose. If 
that's the case, you know that the application uses the setdngs y[)u give it. cH errtding die 
Control Panel settings for the [X>n. 

# Tip If yourprinter isn't on the application's list, try selecting each oFthe printers on the 
list and then priming. Your printer may have the same con Pigur.iiion as one of those on the 
list. If yout" dfjcument comes out the way you expected it to. f List select that printer each 
tiiTic y{)u mm ro print, and )'ou won t need to configure die printer port. ♦ 

If an application doesn't ask for details about the settings needed to communicate with the 
remote computer— or if it doesn't present you with a list of printer types lo choose from— 
the application will use the modem port or printer port Control Panel settings, 

The following seL-tions explain wliai the various specifications mean and how to decide 
what settings to ch{K)se. If you don t understand some of the settings, just follow the 
recommendations given at die end of each section. 

To make .sure that your data isn't misinterpreted or garbled during transmission, some 
devices expect to receive one oara bit after every character That bit is called the parity bit. 
The word parit\' derives from the Latin word for equal, and parity checking is a way of 
making sure that what's sent matches what's received. If it doesni match, the receiving 
comjiuter asks tiie sender to retninsmit (.tr announces an error 

If the transmitting and receiving computers agree on odd parity as a way of checking for 
errors, your computer must append an extra bit (eitherO t^r 1 ) so that the character has an 
odd number of I's. For example, in the American Standard Code for Information 
Interchange (ASCII), the 7-bittode for the letterAis 1000001. which ha.s an ev-en number 
of Is. The computer appends an estni 1 tt) make the total of I's an odd number. The 
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receiving compuLtr checks the total number of Ts in each character If that total is odd, 
chances are the niejisage is OK; if it s even, there was an error in transmission. 

If the ccmpjuters a^ree i.)n e\'en parity, the computer appertds iin extr^i l^it ( again, G or 
1) to make the ttjtal number of I s an even numtxT. 

You can seleci one of three parity settings: Odd, Even, or None, Most devices don t use 
parit}' checking, so if you're tjnsure aix>Lit what to select, choose None. 

Baud 

The niie of data transmission is measured in a unit called baud. ^4iich is roughly equal to 
bits pcrscc{)nd. The Apple IIgs can send and receive informaiion at s|Teeds ranging from 50 
baud to 19,200 baud. It's important to make sure the computerand the printer or modem 
agree in advance on the ntte at which the bits will be traveling. 

Vou usually find baud listed on a specifications page in the manual that came with your 
primer or modem \\'hen you know what baud the device uses, select the same rate for the 
computer by using the Baud option. 

Lme Length 

The Line Length option determines (he number oFcharaciers your printer will print per line 
before generating a return character ( returning to the leFt margin to stan a new line), 

\lanv applications let you set (he line length within the application, Ifthai's the c^ise— 
or if you find the computer adiiing retitrn characters -ft here they don'l belong— chouse 
Unlimited and the computer won't try to control line length. 

If. on the other hand, your printer ignores the right margin and prints right off the page, 
you can use the Line Length option to insen a return character after every 40, 72, 80, or 132 
characters. 

If youYe connecting a mtxleni. leave the line length set to Unlimited. 
DalalStQp 

The comfiuter sends aikl receives each charaaer of data through the modem port or 
printer port as a string of bits. 'ITiere are several sT^tems for representing a character, some 
take five bits, some six, seven, or eight, These bits convey acaial information and are known 
as data bits. 
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There are also different mys of indicatint^ that the string ofbits representing a character 
ha^ ended; snme systems require t»ne hit, some mi These bits murk the compleiitm t)f :i 
charjtter, so rhey are kn[>vvn as stop bits. 

The majiuai ihpt came with ynui' nwjdcm indicates how many bits the modem uses to 
represent a character (it's often 8) and how many bits it uses to indicate lhai it has stopped 
sending one character and is about to send the next (it can be 1 or 2). 

In the text Modem Port Control Panel, this option is called Data/'Stop Bits. 

Delete LFaflerCR 

Some printers and aiiplications antomancaily ^^enerate a line feed ( I,F)— that is, they go 
down to the next line— afti^ eacti retnrn character Others don't. 

If you try printing a document ant! everything comes out unintentionaUy double- 
spaced^ you may need to cancel the exti-a line feed, Start with the easiest solution, which is 
to turn off the applic^Uions line feed setting. If that doesn't work, turn on the Delete LF after 
CR option in the Modem Port Control Panel, If neither of those suggestions solves the 
problem, turn off the automatic line feed switch on the printer [For instructions on turning 
off the line feed switch on the [ii'inter. consult the manual that came with your printei" or 
ask your service pro\'lder for a'iSEStance,) 

If pure connecting a m(xiem, this option should be turned off. 

Add LF after CR 

If you tr)' printing a document and ali the lines print on top of each other, you may need to 
add a line feed after each carriage return. 

Start with the easiest soludon, wliich is to turn on the applic^ation's line feed senring. If 
that doe.sn't work, turn on the Add LF after CR option in the Control Panel. If neither of 
those suggestions solves [he pr[)blcm. turn qw the atttomaiic line feed switcli on the printer. 
(For instructions on turnin^^ on the line feed sv\itch on the printer. ct)nsult the manual that 
came with your printer or ask your authorised Apple service provider for as,sistance. ) 

If you Ye connecting a modem, this option shijuld be turned off. 

Echo 

you send a message through your modem, you can have the mtxiem display the 
message on your own screen as well as sending it to the remote computer This is called 
echoing. 



186 Chapter? L'sing the Desktop Control Panels 



In mosi cases, you won't need co turn on ihe Echo option beLau.st: thi^ conipurer you re 
yentling the message (o will send a copy of tht' message back in your computer as a way of 
confirming ih:it \\ received your message. If you turn on the Echo opiion and the other 
computer sends a copy, you see double— twt^ characters for every tine you send. 

How do yoLi kno\K whether co have your niotlcni echo the message you se[id? ]f (he 
remote computer uses a full-duplex nicxieni, it will send a copy of the message back to your 
computer Most information services use fnll^uplcx modems. If you're communicating 
with :i fLsll-duplex modem, turn off the Hcho option. 

If tiie remoie computer uses a half-duplex modem, on tiie other hand, ii won't send a 
copvofthc message as it receives it, If you're communicating widi ;i half-duplex modem 
and you want your computer to display your message on the screeii as it s sent^ turn on the 
Echo option, 

If you don't know what kind of modem is on the other end of die phone line, turn on 
the Echo option. Then, if you find that every character in your outgoing tnessage shows up 
twice, turn the option off again, 

Buffemg 

llie buffer ts a special arcii in RIM that holds intbrniation until the computer or peripheral 
device is reatly to deal with it. 

If you kise information when you use your modem, turn on the Buffering option. If you 
don t lose informadcm, leave this setting off unless the manual that came with your modem 
tells you to turn it on, 

Ha ndshake signals 

^%en your computer t^egins to communicate with another computer via amtxlem, it sends 
a signal saving, in effect, "rm abotit to send you some information." ,^nd the other 
computer respcmtts with j signal saying, in effect. 'Tni ready when you are" or "G'wv me a 
second to catch up." These exchanges are called handshake sigoals, 

DCD, DSHTiTR, and are all handshake signals. DCD stands for Data Carrier 

Detect. DSR for Data Set Ready, and D1*K for Data Terminal Ready. XON and XOFF ure ASCII 
characters. XOFF tells the transmitting device to halt transmission of characters. XON tells 
the transmitting device t() resume transmission of characters, 
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Dnn t change [hese settings unles^s the manual [hat came with your modem specifically 
tells you to set them in a particular way, Clicking the Standard Settings button will set all of 
the modem selections to the default setting. 



Monitor 

The Monitor Control Panel lets you customize the way infcrinaiion is presented on the 
screen, Most [jfthe options are geared primarily toward text-based applications. (These 
seuings can also he made in the text Control Panel under Display.) 



Cfilurans: | ftJ | 

leu I mite k 

Bock: I HedimBliK^ 

Burner" I Hedlm Shit^ 



Type 

If you re using a color mtiniror set this option to Color. If you're using a monochrome 
monitor, set this optitjn to Mt^nochrome. This setting only effects composite video but can 
also impact thequa!it\'ofthe image. 

Col i( mas 

^lien you're using applications that display information in ecxl mode, the Apple Ut;s can 
display either 40 columns or 80 columas per line of text. If you choose -iO columns, the 
characters are twice as mde as the characters you get when you choose HQ columns, The 
characters are bigger and therefore easier to read. In the 80-coIumn mixie, more of the 
document you're working with appears on the screen, and the document more closely 
resembles a t\'pevvritten dfjcument. 

if you use your Apple lk;s with word-processing or spreadsheet application prot^rams, 
it's usually a good idea to set the Columns option to 80. Iji fact, some applications require 
an 80-CQlumn display. 

Some applications o\^rride die Control Panel setting. For example, many games and 
educational applications arc designed for a -iO-column display. 




Honitor 
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Text I B(ickl Border 



If you have a color disphy. you c^rn choose from 16 screen colors for your text, background, 
and border If you have a monochrome monitor, you can choose among black, white, and 
14 shades of gray. 

The text and background cok)r SL'ttings afct only text-based applications, The border 
color setting affects all applications. 

One category of color monitors, callcti composite color monitors, switches to d:irk- 
and-li,^ht mode to display text. (These monitors don't have high enough resolution to 
display text clearly in color ) 

Vf'hen you're using a composite color monitor with a text-based applicaticjn, the text 
and backgaaimd colors you selected show upas shades of gray instead of colors. Only die 
border is displayed in color 

♦ By the way Somei^raphics-bascd applications display text in a portion of the graphics 
screen— usuallv the bottom ^vm lines iif the screen. Vt'Ticn \'ou're usingn composite color 
monitor wtth such an application, you will see the text and background colors that you 
selected. ♦ 



Printer Port 



Printer Port 



The Printer Port options are the same as the Modem Port (Options, See 
"Modem Port and Printer Port " on page 18J. 



Working with individual Control Panels 189 



The ll^M CniHrol Panel Ict^ yuii set uf: j R4M diskiJiKi a RAM cache— boih uf which can 
help make the cuniputer work more efficiently, 




NV'Oiliablie tnmoni: bfiiV, 
Qllt^ii? nf»r rf&e! 



Ynu can designate a portian of the memory in your Apple llGS IG he used as a RANI disic— 
that is, as random-access memory' rhat rhe compLiter treats as a disk. For more 
information un RAM disks, see page 1 10, 

A Important A neu ll\M Di^k settin^tJ doesn't take elTect until you shut down and switch off 
the compLiccr. and then start up ;it^ain. As a result, decreasing the m;wimum RAM disk size 
w'on t enise \vhiii\s already si(ired {)n the KAM disk during the cui'rent work session, hut 
once you shut down the computer t^e contents of the RAM disk will be erased 

If your computer has ROM 3 , the RAM Control Panel provides an option called 'Resize after 
reset." ^Tien selected, this option allows you to restart your computer a.fter making 
changes to the R\M Disk setting— instead ufA'/j/f///X^i:/(;£rjj andi7c//d7//(,ifo/?'thec(jmputen 
Nevertheless, it is good practice to shut down and switch off power to yourcomputcrafter 
changing; the RAM Control Panel settings. 

mi Cache 

Found only in the desktop Control Panef. the RAM Cache option lets you set asitle (or 
cache) pan (]f the com]iuter's RAM for use by the operating system. The operating system 
uses the memory in the cache to store information about the location of files on your disks 
(director)^ information], By storing this infomiation in RAM the fii^i time a file is opened 
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during a work session, the operating systL^m cun find ihe intaiation much more quickly 
the next time. 



SetStart 

Found [inly in the desktop Control Panel, the SetStart Control Panel lets you choose an 
application to open autoniatiially at stanup. Vbu can choose the Finder option, the Current 
Application option (that is, the application you were using v\1ien you o|>ened the ScrStart 
Contn ]i Panel), or the SelecE Application opiion (to see a list of a\'ailah[e applicarit»ns). The 
next time you start up the computer, the application you specify in the SetStart Control 
Panel opens automatically. 



— ^"Stait _^ 

Start upwith-IQwaw I 



SetStart 



Slots 

The Slots Contnn! t-'anel options let you ac[i\'ate the slots and ports in your computLT. .\jiJ 
)^u can use tlie Startup option to change your startup disk drive, 



lliiiiii 



Slots 



let'.: 



Slot I L I Prrntr 
Slot I! I Hoiiem 



SlotU- rteKt3ispla>s 

SlutN- I HotiiePort~ 

Slot 15 I Start Port ~ 

Slot 15 I Shkfoit 

Slot!? I Voartari 
Startup: 



Scan 
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Activating slots and ports 

Applirations designed for Appie II computers that don't have ports expect to find 
peripheral devices connected to slots inside the computer In order for such soft^^are to 
work with the Apple lies, each port on the Apple IIcss i^^ designed to emulate, or act lilte. a 
slot containing a card. 

Because each port emuljues a specific slot, you can't have both the port ancl the 
correspondifigsloi :ictiv e at the same time. You activate one or the other bv setting the Slots 
options accordingly. When a slot is activated, the words \bur Card replace the words 
describing the pon. 

A Importam Changes to the Slots options won't take effect until you restatl the 
computer _ 

It's a good idea to make a note when you change a slot setting. That my you won't have to 
return to the Slots Control Panel to see whether the slot or the port is activated. Fill in the 
chart on the inside back cover of your manual with the slot arrangements you make. 

The follo^g list summarizes the appropriate settings for your slots, For each .slot, only one 
setting is possible at a time. If none ofthe corresponding conditions applies for a given slot, 
it dcjesn't matter what selling you use for the skit. 

■ Slot 1 (corresponds to printer port) 

^ If vou have a printer {or any serial device other than a modem) conneaed to the 
printer port, set to Printer 

=1 If you have a modem connected to the printer pon, set to Modem. 

^ If your Apple liGS has ROM 3 and is part of a netu-ork, and ifyou made the ApplcTalk 
network system connection through the printer port, set to AppleTalk. 

c Ifyou have a device connected to an interface card in slot L set to Vour Card 

■ Slot 2 (corresponds to modem port) 

n Ifyou have a modem {or any serial device other than a printer) connected to the 
malem pt>rt, set lo Mtxicm. 

c If you have a printer conneaed to the modem pon, set to Printer. 
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^ If pur Apjilc liGS has ROM 3 and is part ofa network, And if you've made the 
AppleTalk network system connection through the nfitidcm pon, .set to AppleTatk. 

° If you have a device connected to an interface card in slot J, set to Your Card. 

■ Slot 3 (corresponds to built-in Xt^xi display) 

Unless the manuiil that came with a peripheral device specificaHy recommends 
Installing its interftice card in slot 3. leave slot 5 empty and leave the slot set to Text 
Display (ur, in the test Slots Control Panel, to Built-in 'Ie,\t Display). 

On earlier models of the Apple II family, slot 3 was used for ^^tt-column cards—card'^ that 
made it possible to disphy text in the M( l-Ci)iu]iiii mtxle insiead of [ he st;indard mode a( 
that lime, 40-column, By cooErast. Ehe Apple llGS has built-in SU-column capability. 

To allow earlier Apple II software to work \^i[h the Apple IlGS, the buik-in 80-coluinn 
capability was designed to emulate a atrd in slot 3. Using slot 3 for an interface card 
inierferes with the compuEer s simulation of an 80-column ctird in that slot, and ma\' 
interfere with text display as a result. 

■ Slot 4 (corresponds to keyboard/mouse port) 

"I If you have a mouse or other device connccic*d to the keyboard''mouse port (either 
directly or via the keyboard), set to Mouse Piirt. 

>" If you have a device connected to an interface card in slot 4. set to Your Qird. 

Tmportant Even if slot -i is set to Your Card, the computeri^ilt rectjgnize a keyboard 
cctnnectt^i:! liirectly to the keybcjard/mouse port. Some applications won't rec(j^nize any 
devices other tlian a keyboard connected directly to the keyboard/mouse p(.irt. _ 

■ Slot 5 [corresp<jndh to disk drive port for 3.5-inch drives) 

^ Ifyou have one [>r more 5.^-inrh disk drives connected to the disk drive port, set to 
Sman Pon. 

^ Ifyou have a device connected to an interface card in slot 5, set to Your Card. 

♦ INote If you've connected a I JniDisk 3.5-inch disk diive to a card in slot 5. you must set 
System Speed to Normal in the General options. (This does not apply to the Apple [1 3.5 
Disk Controller Card.) ♦ 
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■ Slot 6 ^corresponds to disk drive pon for 5.25-inch drive.s) 

a If you have one or more 5.25-inch disk drives connected to the disk drive port or if 
you have your 5.25 drive daisy-chained to a 3-5 drive, set to Disk ?nn. 

^ If you have a device connected to an interface card in slot 6, set to Your Card. 

■ Slot 7 (no corresponding pon) 

^ If your Apple IIgs i.s part of a neni^Tirk and you made the AppleTalk network svstem 
C0[inecti.on through the printer or modem port, set to AppleTaJk. (This setting is 
optional— yoLi have access to AppleTalk even if slot ^ is set to Your Card— !iur s^>me 
network-aware applications may expect sirrt ^ to he set to AppleTalk and will have 
compatibility problems if that isn't the casej 

- If you have a device connected to an interface card in sloi 7^ se( to Your Card, 
Changing the startup drive 

^■lien \m switch on the Apple IIgs ( ^nd assuming your startup slot is set to the default 
setting icY/H l. the first thing the computer does is check its slots for a disk drive controller 
curd— stn interface card that controls one or two disk drives. It looks first in the highest- 
numlxTCLl slot. If it doesn't hnd a disk drive card there, it looks in the nexi-highest- 
nucnbered slut, and soi)n until it hnds one. When it finds a disk dri\'e card, it checks the 
disk drives connected lo lhat card for a siariup disk, This method of looking for si;unup 
device is called scanning. 

This process occurs even if your disk drives are connecteti to ports, ( From the 
computer's point of view, ports look jusi like slots with cards in them. | A 5.25-inch drive 
connected to the disk drive \m looks like a disk drive connected to a card in slot 6. A 
3.5-i]ich drive connected to Ehe disk drive ptJit li.K>ks like ;i disk drive connected lo a card 
in slot 5. 

For example, if you have Ixith i\'pes of drives connected to the disk drive pon. the 
computer kxiks for a stanup disk in the 5.25-inch drives before it looks for one in the 
3.5 inch drives. TIrat's why you can remove the disks from your 5.25-Tnch dri\es and open 
the disk dri^^e doors if you want the computer io start up from a clisk in a 3.^-irich drive. 

There ntay oiher tijiies when you want t( i bypiiss a disk tirive connected to a higher- 
numbered slot jekI Stan up from a disk drive c{>nnected to a lower-numbered slo[. If a hard 
disk drive is connected to the highcr-numberetl slot, for rample, you can't bypass ir in the 
same way^ you can b\pass 5.25-inch disks. 
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Howe\'er, you can use the St^inup option to change your startup drive. Simply change 
tht S[anup selling Fami Scan (ihe s[andard setting) to the number of the slot 
corrtfsponciirtg to ilic dcvict.* you want to stun up from. For cxaniple, if you are using haai 

fk.i[)py diive:^. with your liLtrd tlrlvc in 6 or 7, setting .stanu[> lo slot 5 will cause the 
LoinputLT to stitrt u|) from tlie flo[ipy dri\'e ntther than the hard drive. 

In addition to Scan and the slot options, you can ser Startup to RAM Disk. ROiM Disk, or 
AppleRilk onct! the opdon is installed. Staning up from a RAM disk means restarting the 
computer wirh an application or system disk image chat you've copied onto the RAiM disk, 
Given the amount of mcntorv the GS/OS operadng sym^m requires, however, stEirting up 
from a RAjM disk usually isn't practical, 

Stai'ting up from a ROM disl< means staning up from an application permanently stored 
on a memory expansion card, Tliere are no application,s stored on the Apple Ugs Memor>- 
Expansion Card, so unless youVe purchased a memory expansion card from another 
manufacturer, you shouldn't set Startup to ROM Disk. 

Starting up from AppleTalk means staning up from a file ser;'er volume. For more 
informaiion. see "Starting up over the network without a local disk," on page 284. and 
'Staning up over the network with a local disk," cn page 28S. 

Its a g(x)d idea to make a note of wur startup slot (on the inside back cover of this 
guide). That way you won't have to return to the Slots Control Panel to see which slot is 
your startup slot. 



Depending on the applications and peiipheral devices you have, you can use your 
computer lo play sounds and even sin^ulate human speech. The computer alst) uses sound 
whenever it alen.s you with a beep. 



Sound 





Sound 



:jj ili-j I icq Pitch 
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You u.se the Sound options to adjust the volume lEr\^el of sounds produced by the 
computer and t(] change iht pitch of the computer's beep. Drag the scroll box to adjust the 
settings. For each chant^e. you hear an exajiiple beep. Keep adjusting until you're satisfied 
widi the volume and pitch, 

Cinng Visual IiidiaUiori of Sounds 

If you have difficulties hearing the alert beeps made by the sysiGW . you ciin have the lx)rder 
around the deskttip flash when an alert is sounded. 

Assij^niug sounds and ei mts 

Using the Event and St)und pop-up nienas, you can assign uniL|ue sounds to specific 
computer S)T^tem events. 

Time 

♦ Note These settings are found under C/oc^ in the text Control Panel. 4 

\bu use the Time options to set the computer's built-in calendar and clock. You can also 
change the format in which therlate and time are dispiaytyi. 
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Use the radio buttons to select the i^-ay you want the date to appear— month/day/year 
day/month/ytsr, or year/month/day. Radio buttons are also used to select how time is 
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displayed— 12 hour (a.m./p,m.) or 24 houn Your s>'stenn will automatically make adjustnienLs 
for Daylight Savings Time— simply check the box neit to the Auto daylight savings option. 
Otherwise, you can select Standard Time orDaylight Time by clicking the appropriate radio 
button, 

'lb adjust the setting for time and date, click on the hour min ute, cr second (or month, 
day, or year) and click tlie up or down arrows until the desired setting is displayed. 

Once you've set the date and time correctly, you won't need to change these settings 
very often. The clock is e\'en programmed to account for the extra day in le:ip years 

Time settings in the desktop Time Control Panel take effect immediately If you notice 
that the clock isn't keeping accurate time, ask your authorii^ed Apple service provider to 
install a new batten; 



Installed networking options 

If you installed any networking updates, [he Control Panels will display icons for the 
cornesponding options— AppleShare, Nanier, Network Printer, and so on, For information 
on selecting network devices and servues in the desktop Control Panels, refer to 
Chapter 12, "Networking the Apple lies," on page 271. 



Leaving the Control Panels 

^tien you've changed all the settings you want, you're neady to leave the Control Panels, 
Close all open Control Panel windows. If you want to. you can leave indi\iduaJ Control 
Panels open, having dosed others (including the Control Panels window itself). 
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Usins the Archiver 



The ApplL- IlGS Aaliiver is a flexible tool that you can use to back up and restore the 
information you store in files. Archiver iiibws you to back up tin entire volume or to back 
up selected files from a volume, and to later restore those volumes or files. 

II you don't have a hard disk, you may want to skip this chapter. Backing up 3-5-inch or 5 25- 
inch disks to other disks of the same size is mt>st eiisily done via the Finder. For inform^ition 
about making copies of hies and disks, see ^"Copytng a disk/' on page 97 in Chapter 4, and 
"Moving and copying Hies and folder?^," on page 122 in Chapter 5. 

Tiii^ c]iap[er contains information on tiiese topics: 

■ opening the Archiver progr;im 

■ setting Archiver preferences 

■ backing up entire volumes 
• ixicking up file-by-file 

■ restoring files fl"om Archiver file-by-file backups 

■ restoring v(j|uiines from entirL' v< ilume Archiver backups 

■ marking files automatically 



Learning about backup and restore operations 

This chapter uses the term ivfitme to refer tu a disk or ser\''er where files can be stored, the 
terms drive and derke tti refer [(] the physical device that receives the backup, and disk 
and tape lo refer to the physical mediy ihar you insert in the drive or de\'ice. 

The Apple lies Archivcr program makes it ea.sy to tninspon a lat^e amount of 
information bet\^'een different systems. It lets you back up mformation from any GS/OS- 
ccmpytihie source s^olunie (including CD-ROM discs and AppleShare volumes). You can 
l?ack up to a disk drive. :i tape drive, or a GS/OS file on a device connected Eo an Appie Ugs 
contputer or on an AppleShare v-'oiumc. .\rchiver can auEomatically accommodate naming 
differences required by different hie systems, (For mure information about hie systems and 
translators, see page 109.) 

Vilnen you back up to drives that use removable mcdia^ Archiver keeps track o( the 
various pieces— the backup set. Later, when you insert media for restoring, .^"chiver 
recognizes the [iroper order of the backup set; it prompts you for the proper piece of [he 
backup set at [he prf)per time, making tt impossible f<ir you to disturb the restoration by 
inserting the wrong piece of media at the wrong time, 

VClien you hack up to disks, Archiver automatically erases or formats the destination 
media, adding to the reliabilitv' of the backup procedure. And when you back up to disks in 
an Apple 3.T Drive, special Archiver backup routines provide extraordinary speed. 

If Archiver encounters a piece of unusable destination media, it allows you to uy 
another disk or tape without resianing the entire backtip operation, If Aj-chiver encounters 
a write error while backing up to a hie, tlie backup stops. 

In the case of file-by-file backup, if Archiver encounters a read error during the actual 
backup process, it reports the error, and gives you the option to condnue or discontinue 
the backup prfredure. .Archiver also gives you the option of an uninterrupted backup, 
which rectirds read errors but continues the procedure. Anyerrors that occurare reponed 
in the error summary window after the backup is completed,. 
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Entire volume backup and restc^re 

Volume backup is useful only when tou plan to restore to the same hard disk or to volumes 
of thtf same size {such as floppy disks). Ym won t have room to restore your volume to a 
smaller disk, and— because the process over-writes an entire volume-4'es[oring to a larger 
disk wastes space that becomes unavailable. 

If vou sdeci: a ProDOS or HFS volume for baL-kup, Archiver can perform a "smart" 
backu|"i— saving you time and tlisk space by backing up oni>' diose blocks that contain data. 
W'Tien you select any otlier local vulume-such as DOS 3-3, Pascal, or High Sierra— Archiver 
backs up all bktcks of the volume, (To back up AppleSharc files, you must use d^e file-by- 
file method.) 

You can restore your entire volume backups to any volume that is lai^e enough to 
contain the volume you want to restore, provided it ts not the startu p volume and contains 
no open files. 

\C1ien you iierform an emire voluitie backtip procedure, xAjxhiver provides the option 
to compress the backup. If your primary concern is speed, you can disable the compression 
option. 



File-by-file backup and restore 

File-by-filc backup gives you the flexibility to back up as few or as many files as you like. After 
you have made your fir^t file-by-file backup, you can then back up tiles on an "as needed " 
basis; Archiver will automatically ideatifv' files that have been modified since vour last 
backup. That way, you don't have to lake the time to back up all your file.s, \t'Tien you use 
the htu-by-ftle method. Archiver doesn't require that yt^u restore all the tiles you back up; 
you can select the hies you want to restore. Yoti can also restore files to any other volume 
(as long as it has adequate space) without over-writing the contents of that volume. 

You can have Archiver automaticiilly select your files lor backup or restore— from a set 
of criteria that you define, based on any combination o^fiie type, name of jiie. or 
modificaikm date. 

An Archiver backup kc^ps your files (jrganixed as well as secure. As }-ou back up files 
from a volume, Archiver maintains the folder structure of the original volume. 
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opening the Archiver Program 

this discussion assumes your Aaiiiver program i.s [ocaitd on the SystenflbolsJ disk. 
1 iasert tlie SystemTooisJ disk in a disk drive. 
^ Open the SysteniToolsI disk icon. 

3 Copy the Archiver program ro your hard disk. 

For iii,structions on L'opying files and Riklers, sec Chapier 1 "Working With Files and 
Folders/' starting on page 117. 

"4 Eject the Sysk'mTuoIs2 disk from the disk drive. 

5 Open the Archiver icon on your hard disk. 

When you see rhe Welcome to Archiverscreen, you re. ready to begin working with xAichiver. 
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Setting Aixhiver Preferences 

i\rchivcr preferences are set \o acconiniodaic most user s needs. If— after von use rhe 
Archiver progriim— you iind thiit you [uve special requinenients, iVrchiver allows you to set 
preferences for the way you backup and restore. 
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Follow these sieps io set Archiver preference options: 
Choose Preferences from the Special menu. 

The Archive!" Preference?! scrt^en appears, with preset options that are designed to 
iiLConimodate most user^. 
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Note that the Preferences menu command is available from iiny of the main backup or 
restore screens, as well as frtjm the Welcome to [!ie ArchKTL'r screen. 

Set your backup preferences. 

The backup options are described here with explanations of tlieir appropriate uses. An X in 
the checkbox indicates that the option is turned on. 

■ Vk}ify disks after writing: Turning this option olT Is not recommended. IX) so only if 
you are backing up a lat^ge amount of clata to disks in an Apple 3 t Drive, and yt)u don't 
want Archiver to take the time afterhackup to verify that tiic disks were written ;ind can 
be read. .Ml other disks or (apes are automatically verified. 

■ Erase destination media without asking: Tu m this option on if you don'l wunt 
ArchtvtT to prompt you for cttnfirmatlon that each destinatitm volume cati be erased 
and f()rmattL-d for Archiver backup use. 

■ interrupt ktckup for file read error. Turn this option off ifyou w^ani file-by-lile l>ackup 
to proceed uninterrupted even if read errors occur Such errors are dicn summarized 
in an awr window after backup is complete. Reading and writing errors always cause 
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[\n entire volume backup to quit, so you will have io use file-by file backup if ihe Archivtr 
encounters errors during an entire vdume backup. 

■ Compress f ^fttme backup: Compression nf entire volume backup cnnserv'es space on 
your-de-sTinatioii dLsks or tapes. Compression takes extm tinie, so you may want to turn 
the option off if your primary coneern is backup speed. 

■ Volitme backup onfy blocks in itse Turning this option off i.s tior reccimmended. Cki 
soonly if you want to back up all the bk^ks ofa ProDOS orHFS volume, regardless of 
^vhether the>- are marked as in use in the director)'. Note iliat this option does not apply 
to DOS 3.3, Pascal, or High Sierra volumes; all blocks from volumes of these file systems 
arL- wlwAv^ svfitren. (You can back up AppleShare files only by using the file-by-file 
meLlu.id.j 

3 Set your restore preferences. 

Tliere arc two restore preferences; they affect file replacement and translation, 

■ ^Mways replace files with duplicate names: Turn this option on if you don't want 
Archiver to ask you to confirm ruplacemenL offilesof tiie same name on the deMinat!{)n 
voluitie. 

■ 'Irauslate Illegal filemimes automatically. Turn this option on when you want 
Archiver to translate filenames from two different file systems, ^'Tien the option i.s off, 
you are prompted to provide names for the backup files and folders that require 
translation, (If you're working with only one file system, this option is not relevant.) 

4 Set your preference for the Archiver settings. 

Ijym ica ni the opfto n setlh ii^s to define on h • the a 1 rrenf backup or restore opmtion, cl ick 
[Vow, The settings will not be saved when y{iu leave Archiver You need to reset your 
Preferences the next time you open the Archiver application. 

if you want the options seUings to fje stoivdfor all subsequent uses, cl ick Alwavs, Xote that 
lirese settings will only be saved by the copy of ,\rchiver currently in use, and cannot be 
used (f you am Archiver firom a write-protecied volume. 

*- 

5 When youVe set all your preferences, click OK. 

You can now turn to the apjiropriate sectkm in this chapter which describes the action 
you'll be performing. 
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Backing up an entire volume 

EnrirL' \'olumc backups must restort-d t{) i\ volume at least lis lai^e as the backup volume. 
R(!!it(¥ing t(i a vctlume thtit is liirger will [hermit ym lo use the dita, but unused spaitf 
be unarjilable. T« prevent this, use st^indard-si^e volumes, such is floppy disks nrii hard 
disk nf the same size as the volume yim backed up. However, even hard disks of the same 
size Iwe various block configurations; it's best to use entire volume backup only for 
backups nf the same hard disk co which you intend [o restore. 

A Important Do not use the volume backup feature to back up a iiard disk before 

panitioning that volume. If you plan to panition your hard disk or restore to another hard 
disk, use file-by-file backup and select all files rather than using the volume liackup. ± 

♦ Note Entire votume backup can be performed only on a local volume. Tliat is, it can 
never be performed on m AppleShare volume. Data on AppleSharc volumes can be backed 
up only by using the file-by-iile method, ♦ 

Follo\\' these steps to back up an entire volume with Archiver: 

1 Open the Archiver program, 

2 Click Back up entire volume, and then click OK. 

In a moment, you see a window that pnompis you for information abtmt the backup 
operation y<)u want to perform. 
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J Click the Volume button ar press Tab until the name of the volume you want to 
back up appears in the top section of the window. 

4 Select the destination option you want to use for your backup material. 

if you iiwii to hack up to a dhk or tape drive, ^-clec't the Device option on the lelL [f tlie 
deiice displavLil Lit tht ri^ht (.tfthL- winttinv Lsncit the one \m want to use for voiir backup, 
d!cl\ ihf Dt.^viL'e button nr press the Right Arrow key until the conect device appears. 
Clicking the Idcntif\^ button activates the "in use" light on most devices, which makes it easy 
to distinguish between similar drives of the same type. 

A Important Airhiver will not back up to 5.25-inch disk drives i >r AppleShare volumes when 
the Device option i,s selected. Ji 

ifyoti nwJ( to back up to a file, select the Rle option to back up to a GS/OS file. Tlien dick 
the File button; you see a tlialog ho\ that prompts you to name the file. Jtxaie a place to 
ston? it. and saw the file. Follow these steps: 

1. If ycKi like, type a name for the Hie. (You can also accept the default name provided by 

Arcliiver) Archiver will not allow you to create this file on yoLir source volume, 
2 Click the V(}iumes button to see z list of all available volumes, 

3. Sefect the v{)lun"ie on your destination drive and click Open, ( \bu can also open a 
v(.)lLi[ne by double-clicking.) 

4. Open any Rildcrs necessary to locate a place for storing your new iile, (Select a fcider 
and click Open, or double-click a folder.) 

5. If you want to create a new folder to store your file, click in the te.xt box to position the 
insertion point, type a name for the folder, and click the New Folder button, 

6. Once you've located a place to store it. type a name for your file, and click Save. 

]> When you have set the vohimc to back up and located the destination device or 
file, click the Back Up button or pres* Return, 
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The Entire Volume Backup window appears, listing the source and destination volumes you 
have selecied, and noting the size of the mateiiol to be backed up. 



Entire Vi}luir& Backup' 
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if you have a hr^c Miouni of material to back up. be sure you have enough disks or tapes 
to insert, or that there is enough room on your destination media to complete the backup. 
IfyouYc backing up lo a ,i5-inch drive, you may need to have a number of blank disks 
handy. Be sure that the media you are using is not v\Titc-prt)tected and that theie is no data 
you want to keep since the backup will over-write anything that is on the media. 

It's gotxl practice m rotate ynur backup media. That is, instead of usin^^ the same disks or 
tapes again and again to back up a volume, use one set for your first backup; then use a 
different set for your next backtjp, Rotate the two (or mt>re) sets. That way, if something 
happens to your most recent backup, you still have an earlier version of your volume. 

If you are not backing up to y file and you choose a hard disk as a destination device, 
Archiver asks you to confirm that you want the contents replaced. You can cancel and 
choose a different destination device, or you can continue with the operation. 

If TOU are backing up to a file, make certain your dcstinatit>n tle\dce has enough free space 
to store the backup file. 

If you want to eater a comnieat for your backup set, type it in the tir^i text box^ 

Entering a comment will help you identify your backup set when you restore, Your 
comment can bt anvtliing you want, as long as it s no more than hO characters long. Dates 
and the name of the volume are usehil for distinguishing backups, 

Archiver also assigns a name to each piece ofmedia in the set. The first piece will be named 
ARCHIVER.00001, the second, .\RCHIVERI}0002, and so on. 
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7 Click Begin or press Return, 

If ynur backup is large enough lo require more than une disk or ia|je, you're prompted to 
insert addiuonal media a.s needed. A 'Ihermuiueter" bar indicates the progress of the 
backup. 

If sou click Cancel or press the Escape key, you may ha^^ to wait a moment while Archiver 
recognizes your request. You'll be asked lo confirm that you want to discontinue the 
opeHrition, If you want to prcxeed, you can click Continue; the backup will proceed. 

If Archiver encounters an unusable disk or tape, you see a message asking you to tr\' 
another disk or tape or to cancel the backup operation. 

▲ Warning If j\rchivcr enct)unters a source error, the Irackup stops. Your source volume Is 
probably damaged; Archiver cannot back it up. In such a situation, it's best to perform a file- 
by-file backujD so that you can restore yxjur files to a volume that is in gtxxl condition. You 
may want to try another drive, just to make sure that the problem is not with the drive 
you're using. 

If Arcliiver encounters a destination error while backing up to a file, either your 
desdnatk>n metlia or ytiur destination tievice may be the problem. Reformat your media 
and tn' again. If the backuji fails a second rime, replace your destinatitm media. If you are 
still unable to back u\i your volume, your destination device may be defective; try another 
device. A 

8 When you see a dialog box indicating a !»uecessfii] backup operation^ click Quit 
or press Return. 

To return lo the Welcome to Archiver screen for another backuj: or restore operation, click 
Continue, 



Backing up file-by-file 

Follow these steps to back up selected files witii An:hiver: 
1 Open the Archiver program. 
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Click Back up files, and click OK or press Rcrurn. 

In Li momuni, ynu see the Selected Files Backup window, which prompts you for 
information about the backup operaiion you want to perform. 
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Click the Vohime button or Tab key until the name of the volume that coatains 
the files you want to back up appears in the top section of the window. 

Click the destination option you want to use for your backup materiaJ. 

Ifiriu want to hack up to a disk or tape device, and the cie\'ice displayed at the* right of the 
windtiw is not the one vnu want to use for vntir backup, click the Dn'icc hutttin u ntil the 
correct device appears. Clicking the kientifv- button activates the '1n use" lij;ht on must 
devices, which makes i[ easy to disiinguish between similar drives of the same type. 

Important Archiverwill not back up to ^. 25-inch diskdrivcs orAppleShare volumes when 
the DCTdce option is selected. A 

Ifivii want to back up io a file, select tlie RIe option to back up to a GS/OS file. Then click 
the Files button; you see a dialog box that prompts you to name the file, locate a place to 
store i(, and save the file, To locate the place you want to store your file, follow these steps: 

1. Click the Vulumt^ button to see a IL^tofall available volumes. 

2. Select the volume on ym r destination dri;^ and click Open. (You can al.so open a 
volume by double-clicking it.) 

3. Open any foklcrs nccessar\' to locate a place for stoiing your new file. (Select a folder 
and click Open, or double-click a folder.) 
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4. If you want to create a new folder tc store your file, dick in the text bnx tc p(]siti(m the 
insertiun point, C)'pe a name for the folder, and click the New Folder button. 

5. Once you've located a place to store it. type a name for your file, and click Save. (Do not 
use a filename that already exists on your hackup volume.) 

5 When you have set the volume to back up and located Uie destination device or 
file, click the Files buttaa or pre$8 Return. 

A dialog box apixfars, asking if you want to use a saved file li.si. The first time you back up 
selected files, you won't h^ve such a list. Click No to continue the progmm. (You learn how- 
to create a saved file list in .step 6.) 

A message ap|>ears. telling you rhai the directory of die source volume is l>eing read; then 
a windcm- appears, ftich the disk directory. 
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Mark the files you want to back up. 

Marking files is a two-step proceis. First you select a file by clicking it once; then you click 
the Mark button (or press Command-M). Like^visc, to unniark a file, ytju select it. and then 
click Unmark (or press Comniand-l.i), PrcssintiComnrmd-A will selecrall files for marking 
or unmarking. Some visual cues help )'ou keep track of wliich files are mai-ked; 

■ A checkmark appears next lo the name of a file to indicate ihat it hiLs been marked 

■ A checkmark appears next to a folder thai h^isteen marked [selecting all its files). 
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■ A foldcT icon changes tu an open folder when [he folder is 0|>ened by douhle-nlteking. 
The icon changes b^ck to a cioiied folder when the folder is clased by double-clicking. 

■ A folder appears gray when some— or yfl— of its files are marked^ but the folder iLscIf is 
not marked. 

♦ Note If you have used Archiver to back up files from this volume before^ any files you 
have crejted or modified since the l^ist backup are autoniaiirally marked for backup. You 
can unniL-irk such files if yon like. # 

As you select files, the File Info bcw in the lower-left corner lists type. size. £tn<.l date 
information abcjut the file or group of files currently highlighted 

To the right r>f the File Infn box, you see the total number of files marked, their camulative 
size, and an estini:ite of the number of 3.3-inch disks ortupes ihar will be needed for die 
backup. If you are backing up to :i file no estimates will be given. 

To mark or unmark files, select their filenames and then click either die Mark or the Lnnwk 
button. The following selection procedures are available: 

■ To select two or more coiisecudve files, select the first filename and then hold down one 
of the Shift keys while you select the last filename. 

■ To select iim or more files that aren't grouped together, selea the first filename, and 
then hold down the Command ke}' while you select each additional filename. 

■ To select ail ifje files in a folder, select the folder name. 

■ To select my {or ail) of the files in a folder, double-click the folder to open it. The files 
it contains appc-ar indented below the folder; you can select them in the usuiil w^ay. 

To have files marked automaiiadiy according to criteria that yon define, follow the steps 
in ''Marking files automatically." on pitge 218 liiter in this chapter. 

To save the files you've miu^ked as a Saved File List, choose Save File List from the File menu. 
Vou'll be prompted to name the Saved File List, which retains all the filenantes and their 
hierarchy, the state of opened and closed folders, and the market! or unmarked status of 
the files, You can then conveniently back up these files again at a later time. 
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7 ^lien you iiiiish marking ali the files you want to back up, click Back Up or press 
Relurn. 

The File Backup window appears, listing the source and destination you have selecEetl, and 
noting thL- cumutative size of the files to be backed up. 

If you have a large amount uFmaterial to back up, be sure you have enough disks or tapes 
to insert, or that there is enough room on your destination meclia to complete the backup. 
If you re backing Lip to a 5.5'inch drive, you may need to have a number of blank disks 
handy. Be sure that [he nicdiii you arc using is not write-protected and that tliere is no data 
you want to keep on the media since the backup will overA\TiEe amihing that is on the 
n^edia, 

It's good practice to rotate your backup media. That is, instead of using the stime disks or 
tapes again and again to back up your files, use one set for your first backup; then use a 
different set for your next backup. Rotate the two (or more) sets. That way, if something 
hapjiens to your most recent backup, you still have an earlier version of your files, 

8 If you want to eiKer a comment for your backup set, type it in the first text box. 

Entering a comfiient will help you identih' your backup set when \'ou restotie and 
distinguish ii from (tther backup sets. Your comment can be anything you want, as king as 
it's no more tlian -lO chat^actcrs long. Dates and the name of die volume are useful for 
tlistinguishing backups. 

Archiveralso assigns a name to each piece of media in the set. Tlie first piece will be named 
AfiaH\''ER.GOOO], the second. ARCHfVT-R.OOOOZ. and soon. 

9 Click Begin. 

If you're backing up to a 5.5-inch disk drive or a tape drive, you're prompted to insert disks 
and tapes as needed. A "thermomeier" bar indicates the progress of the backup. 

If you click Cancel, you may have to wait a moment while Archiver recognizes your request. 
Then you're iiskcd to confirm that yoiJ want to discontinue the backup, [fyou want to 
prorcrd with the backup, click Continue. Ifyou click Stop to discontinue tlie backup you 
will return to the starting screen of the .'Xrchix'er program, 

If Archiver encounLers an unu.sable disk or tape, yc5u see a messai^c a*;kingyou to irv 
anotlier disk or tape or to cancel the backup operatitm. 
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If Archiver L'ncountcrs erroni during the backup operation, what hapfxrnij depends on the 
setting ytiu selected via the Preferences command in the Special menu (see page 202): 

■ If you accepted the 'Interrupt file backups for file read emrs" setting, you see a 
message informing you thai the file could not be read, and asking you if you ft'anc to 
continue or discontinue the backup. Ifvou coniiaue, Archiver records the read ermrs. 
\(1ien [he h;tckup is compk-te, Archiver gives voli the option to see a list of ail files thar 
could noE be successfully archived. You may want to make a note of such files, 

■ if you deselected ibe "Interrupt (ik backups for file read enws" setting. Archiver 
doesn't interrupt the backup to report the read error. Rc^ad errors are recorded and 
reported when the backup is complete. You may want tct make a note of files that are 
not archived. 

■ If Archiver encounte}'s an error uHle hacking up to a file, either your destination 
media or your destination device may be the problem. Reformat y{)ur metlia and tr\* 
a^ain. If the backup fails a second time, replace your destination media. If you arc still 
unable to complete the backup, your destination device may be defective; try another 
del' ice. 

When you see a dialog box indicating a j^ucces.sfiil backup operatioo, click Quit. 

VC'hen [he operation is complete, you are notified if errors occurred and asked if you want 
to see the error summary window. If you open the error summary' wndow, you can click 
on any of the files listal to see the specific error encountered when reading that file. 

You can click Continue to rcrurn to the Welcome to Archiver .screen for another backup or 
restore operation. 



Restoring files from Atrhiver file-by-file backups 

Follow diese steps to i^estore files with Archiver: 

1 Open the Archiver program. 

2 Click Restore backup. Then click OK or press Return. 
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In a ntoment, you see the Restore window, which prompts you for information abtjut the 
resiomtion you want to perform. 
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J Click the source option you want for the backup set you want to restore, 

If wu want to restot'e from disk or tape, dick the Device button or tlic Right Arrow key 
until the name of the device that contains your backup m appears on the right. 

IJyou want to restore the backup set fivm a file, select the File option to restore frorn a 
GS/OS file. Clk-k the File button; a dialog box appears that allows you to speciK'the location 
of the backup file you want to restore. 

A Important You must insert the first piece of media from your backup set njid .select it 
betore Arciih'er can begin tlie restoration. If you insen the wrong disk. Ai'chiver prompts 
you lu insert the first one. If you can't locate the pieces of your backup sct,.'Vrchiv"er 
cannot complete the resttjration. 

4 Click the Folder button. 

A dialog box appears, prompting you tt> loL'atc and name a new folder to which you am 
restore the biicked up files. 

5 Name the new folder and where it is to be created, and click OK {or press 
Return). 
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Important Miiku sure that there is enough free space on the destinadon device to holdall 
of the material ynu intt^nd tu restore, 



Click Files. 

A window appears with a directory that lisLs the files in your file-by-file backup set. 
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Mark the files you want to restore. 

You dnn^t have to r^stot'L- Lilt the files in your l^ackiip st^t. Ytju mark or iimnai'k files for 
rest*]rati<)n in the same way you mark or unmark them for backup, Follow the E^uiddines 
on page 210. tjr— if you want your Hies marked auiomatic;iJly according to criteria you 
define— follow the instruciioui) for marking files automatiCEilly, page 218. 

As you select files, the File Info box in the lower-left corner lists si^e, date, and type 
information about the file t>r group of files currently highli;»hted. 

To the right of the File Info bo^, you see the total number of files marked, and their 
cumulative size. 

When you finish marking all the files you want to restore, click Restore. 

A window appears, listing the source and desiinaiion you have sdecied, and noting the 
cumulative ^i/e of the files to be restored. 



Click Begin. 
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You are prompted to insen disks or tapes as needed, A "thermoinetL*r ' indicates the 
progress of the resiore opet^rion, 

Jf you dick Cancel you may have to wait a moment while .^chiver recognizes your recjuest, 
Then youVe asked to confirm that you want to discontinue the restore procedure. If you 
want to pnxeed with the restoration, click Continue. 



A Warning If Archiver encounters an error, the restoration stops; a message telLs you 
wheiher the error occurred on the destination or the source device. 

// Archiver enccmniers a sowce error, your backup set is probably dainiiged; .\rchiver 
cannot restore it. You may want to trj^ another drive, just to niake sure that tiie problem is 
not with the drive you're using. 

//" Archiver eucoimers a clesn'mnhij error, either your destination medis or your 
destination device m;^y be the problem. Refomiai your media and try agiin. If restorjtion 
fails ti second time, replace vour destinutinn n^edia. If you are still unable to restore, your 
destination device may be defcxtive; try anotlier device. A 



When you see a «lialog box indicating a successful restoj« operation, click Quit, 

Ycm can click Continue to return to the Welcome to Archiver screen for another backup (^r 
restore operation. 



Restoring volumes from entire volume Aitiiiver backups 

Follow these steps to restore entire Ai'chiver volume backups; 

1 Open the Archiver program. 

2 Click Restore backup, then click OK or press Return. 
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In a momeniH you see the Restore window, which prompts you for information abour the 
restoration you want to perform. 
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If neccssar>', click the Device button or the Righl Arrow key until the name of the 
device from which you want to restore your material appears at the top right of 
the window. 

Lf you want to restore the materiiil torn a file, click File, A cliiilog box appears, prompting 
you to specify the file fi'om which you want to restore your data. 

Click the Volume button or press Tab to select the volume to which you want to 
restore your data. 

The selecEed volume must be lar^e enough to hold all of the data you are restoring. 

Warning The selected volume will be completely ovcr^Titten by the restnratioti process. 
Even its name will l>e the same as tliat t>fthe volume tirigin:iliy backed up. Make sure that 
tlic volume you select ttoesn't contain data you want it) keep. If you are in doubt, qtiit 
Archivtrr a[id use the Finder to confirm that all of the files are ex[)cndable. Back up any files 
you need, a 

Click Re^tofe or press Return. 

Unless you have .set the preferences to mi notify you. a message ap|}ears» asking you lo 
confirm that you want to replace your destination volume with the contents of die volume 
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backup. After checking to make sure you've specified the correct source and destination 
volumes, click Continue, 

The Restore window appears, li.sting the source and destinatiLtn voktmeK you have selected, 
and noting the size of the volume to be restored. 

6 Click Begin. 

You'll be prompted to insert disks or tapes ^is needed. 

A "ttiermumeter' indicates the progress of the restore operation. 

If you dick Cancel, you'll be asked if you want co continue or discontinue the operation. 

▲ Wainlng If Archiver encounters an errt)n the restoration stops; a mcfisage tells you 
whether the error occurred on the destinatiim or the source device. 

IfArchirei iUCowiteiyci.sotme envr. yctur backup .set is probabh' damaged; Archiver 
cannot restore it. You may want to try itntnher dnve, just to make sure that the problem is 
not with [he drive you're using, 

IfAiThii er etJCoutiters a destmation error, either your destination media or your 
desEinatTon device may be the problem. Reformat your media and tr\' again, If restoration 
fails a second time, replace your destination media. If you are still unable to restore, your 
dcsttnati[>n device may lie defective; tn- -m uher device, a 

7 When you see a dialog box indicating a successful restore operation* click Quit. 

You can click Continue to return to the Welcome to Archiver screen for another backup or 
restore operation. 



Marking files automatically 

^lien you back up or restore using the file-by-file method, you can have the files marked 
(or unmarked) automatically according to crireria you define. The Auto-Mark dialog box lets 
you combine options including file t\^es, file name.s, and last modification date, to identify' 
the files you want to mark (or unmark), 
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F{)llow these steps to have Archiver mark your files automatically: 



Click the Back up button in the Selecled Files backup window or click the 
Restore button in the Restore window, 

if you're backing up files, follow sieps ^tailing page 208. 

ifyoK're resfon'tjg files, follow steps 1-6, starting pagi- 213. 

A wifidow appears listing the l^les you select. 

Click Auto. 

Thu AutO'Mark ssindcjw appc^ns, with a number d p[ tp-up menus [liat albw you to set 
tiiteriii fur files (o be marked (or umiiarked) automatitally. 
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Choose whether to mark or unmark files. 

If you want to mark [ties, the current setting of the first box— Mark— is correct. 

If you want to mmmrkfiies. position the pointer on the .Mark box, hold dovvn the mouse 
button to display the pop-up menu, drag to the Unmark &ettin^^< and then release the 
mouse button. The pnp^up menu disappears, and the newseitinj^ appean^ in the box. 
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Use the upper set of boxes to define your fifst criterion. 

You choose a category from the box on the lefi, and then specif) selection criteria 
informntion in the box on the right. 
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Position your poiniLT ojT the first box in the left column where the current setting is shown, 
then hold iWm^ the mouse button to dispiay the pop-up menu, dnig to the setting you 
want, and release the mouse button. You can choose From these options; 

■ File npe is Use this option to select al! files in the selection window that match the file 
type yoii then designate in the corresponding box in the right column. ^Hien you 
choOsSe the/f/p lype is option, the box on the right becomes a pop-up menu, allowng 
you to chcjose the file t\pe you want. 

■ Name be^im wilh. contains, orendswUh Use one of these options to select all files 
tha[ stmi with, coniitin. or end with the character or characters you r\pe into the 
corresponding hi.ix in tiie right column. 

■ Moiiifiaitiou daie Ixjbre or after Use these options to select aJI files that were 
nKidified before * irafier the date you set in the corresponding box in the right cokiinn. 
"fltlien you select either of the modification date options, the box on the nght displays 
a date format, Select the month, day. year, or time, and then click the arnows— up or 
down— until you reach the setting you want, 

If you wan! to add to your file selection criteria, click ami or or and continue in 
the second and third sets of l>oxes. 

Clicking ami will mark files t hat belt mg to the logicjil intersection tif the criteria you 
descrii^e in the boxes. 
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Clicking or ^viU mark files ihai belong [u the union of the criteria you describe in the boxes. 

For example, if you want t*i mark all Apple llcs word-processor files thai were modified 
aftcrjanuar)- 1, 1991, whttsc mimes begin with the letter"]," you're looking for files in the 
intersection of those categories. Vbu ll select the word and. 

If you use the qualifier, or. you'll mark all (he files in each of the categories, In the example, 
you end up with a much larger selections of files: all Ajiple llos word-proces;;or files, all files 
that were modified after January I. I99I,andall files whose names begin with the letter'*]." 

If y(3u were to select and between the first two criteria of the example, and then select or 
between the last two, the example selection would mark all Apple IIgs w^ird-processor hies 
that were modified afterjanuar)^ 1. 1991 and ^11 files that have filensmes beginning with the 
letter 'J/' 

Whea youVc finished defining your criteria, click OK. 

The files that match your criteria are marked or unmarked, you liave specified. 

♦ Note Auto mark can be used repeatedly to specify various groups of files or 
interspersed with manual hie selection. ♦ 

Continue your backup or restoration process. 

IjyoH are hacking up files, go to step 8 of "Backing up files.'' page 212. 
If von are restoring pies, gci to step 9 of "Restoring files." page 2 15. 
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Using the Advanced Disk Utility 



The Advancetl Disk Utility is primarily used for hard disks and provider convenient disk 
preparation functions. It even allows yon to prepare a hsa1 disk For use on a Madntash 
computer. 

If ytju don t have a hard disk and yuu don't want to zero any disks, you can skip this chapter. 

This chapter contains information on these topics: 

■ LtndcTst^intlin^ and launching the Advanced Disk Utility 

■ initializinj^a disk 

■ enisinga disk 

■ zeroing a disk 

■ partitioning a hard disk 

■ getting information about a disk 



Understanding Advanced Disk Utility Functions 

The Advanced Disk Utility {ADU) program includes four Rinctions: initializing, erasing, 
zeroing, and partitioning. 

♦ Nole You can erase and initialize any disk by usinti the Finder fas long as the disk i.s not 
the startup disk), /Zeroing a disk— in effect, era.sing ail of the data on a disk— is available only 
in the Advanced Disk Utility. Partitioning— that is, dividing a SCSI hard disk into separate 
sections— can be done only in the Advanced Disk Utiiit}'. If you want to hard format a disk 
that you plan to connect to a Macintosh computer, you can do so only by creating a single 
partition in the Advanced Disk Litiliu; ♦ 

If you think of the information you vani to store on your disk as 50 many cars to be parked, 
a brand new disk is like a parking bt with no lines to divide the spaces. There's no 
organization;!] structure for the information, and the computer can't hnd data without such 
a structure. That's why disMs must be prepared to store information. 

Here's how the four functions of the Advanced Disk Utility^ fit into die parking lot analogy; 

■ Initiatizing a disk is like painting lines to separate the parking spaces and then adding 
a number to each space: It divides the disk into discrete areas (called tracks and sectors) 
and establishes an organization.ai system (called a lile system) to keep track of what 
information goes in which space. 

» Erasing a disk is like removing all die cars from the parking lot: The tracks and sectors 
remain, so the disk is able to receive new data from atiy application that uses tlie file 
system chosen during the erasing procedure. 

■ Zeroing a disk is like removing the cars and painting over the numbers of the parking 
spaces. Only the tracks and sectors remain: the file system is eliminated. A disk that has 
been zeroed must be initialized again before it an store information, 

■ Rirtfliofimg a hard disk is like dividing one lai^e paved surPace into several smaller 
parki[ig lots. Each panition can be initialized with its own file system, fust as each of the 
sinaller parking lots can l>e numbered with its own numbering system. You can even 
establish a partition in HFS format so that you can use the hard disk on a Macintosh 
computer. 
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Figure 9-1 'Hie Ath'iinred Disk I 'tiWty ^c:reen 

Launching the Advanced Disk Utility 

Keep in mind that you cannot perform ADU fiinctinrvs on the smnup disk. It may be 
necessary lo change ihe stanup sloi serting in the Slots. Cdnirol Pant.^ so thxi the computer 
will ma up from a drive other ihan the disk on which you'll be using ADL" funciions. For 
instructions, see "Changing the startup drive/' on page 19^ in Chapter?. 

The x^dvanced Disk Utility is located on the SystemlboLsl disk. 

All fuur functions start from the Advanced Disk Utility screen, shown in Figure 9-1. To 
get to this screen, krate the Adv.Disk.Util icon and double-click it tn launch the progratn. 

From the Advanced Disk L'tilit\\ you can initinli:^e, erase, zero, or partition a di^k. You 
can aJso use the Info button to get inform^ition about any disk, Go on to the appropriate 
section for further iasuuctions. 



Initializing 

Initializing a disk prepares it tn receive information. It divides the disk into tracks and 
sectors [sections where information can be stored) and writes a fiJe ivsiem on the disk. 
Applications that use the file system can then store and find data on the disk. 

A Warning Initialii^ing erases all data on a disk. Don't initialize a disk if it contains any 
information you want to keep. A 
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Initializing a disk with the Advanced Disk Utility has exactly the same effect as initialixing a 
disk with the Finder Unless you're already using the Advanced Disk Utility for another 
reason, it^s geneniily nnjrc convenient to use the Initialize command in the Disk menu of 
the Finder when you w^nt to initialize a disk. 

♦ Note If your hard disk is not partitinned, initiali?:ing it \(\ the Fiader or in the Atlvancec! 
Disk Utility imposes a hard format, after which the hard disk will no longer work Mth a 
Macintosh computer unless you repartition it. Ifyouu'anc a hard format {usually only when 
your hard disk has been used before and you need to ensure its reliability) and you plan to 
connect your hard disk to a Macintosh computer, you can do so by creating one partition 
on your hard disk. Turn to "Partitioning," on page 231- ♦ 

The foDowing instructions assume that yon re staning from the Advanced Disk Ltilit>' 
screen If you aren't^ follow the steps in launching the Advanced Disk Utility'' earlier in this 
chapter 

Follow these steps to initialize a disk: 

1 Select the disk you want to initialize. 

Click the Disk button {or press Tab) until the name of the disk you W'ant to initialize appears 
at the bottom ofihe Adv"anced Disk Litility screen. (It may be necessar>'' to eject the 
System.Disk disk or the SystemToolsl disk and insert the disk you want to initialize.) 

2 Click Initialise. 

You see a dialtjjj box asking you to name your disk. 

3 lype a name for the disk, usSng the appropriate naming conventions. 

Be sure to foilow the namint^ rules on page 91, Should you {leviate from the mles, they ^^1 
appearat ihe bottom of the dialo^i^ !:h)x for reference, If you want to keep the existing name, 
go on to the next step. 
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If necessar)', select a file system and a disk format. 

The list on the left of the dialog box shows the file systems available on tht.^ stanup disk. 
(Unless you have installed a file system translator for the HPS operating s\^teni, you'll see 
only PruDOS here. For information about file system translators, see page 109.) 

Tlie list on the right shows disk formats or di*ik sizes, dcpL^nding on the type of disk you're 
tr\ing to inifialize, 

^"hen initializing a 3.5-inch disk in an Apple 3.5 Drive, you Ye given a choice of tw^o formats; 
BOOK 2; 1 and 800K 4; 1 , The 2: 1 and 4: 1 labels refer to the number c]f rotationi used to read 
data from die disk, 

» If mill he ixsing the disk primarily in an Apple 3-5 Dnve. accept ihe highisghted 
option, 8(jOK 2;1, 

■ IJmi 'il be using the disk in both /^pie 55 Drives and UniDisk SSitich drives, select 
the BOOK 4:1 option. 

■ IJyou'il be using ihe disk primarily in a UniDisk drive, select the 8U(JK -i: 1 option, 

♦ By the way The easiest way to tell the difference between Apple 3.5 and UniDisk 
drives is by the color: UniDisk drives are white, and Apple 56 Drives are platinum (die same 
color as the computer). Each t^pe of drive is also idendfied m its underside. ♦ 

If you have an Apple Su[KTDrive connected to an Apple II 3.5 Controller Card in your Apple 
IIGS, you will also be able to format your disk at 1 A MB. 

Wlien initializinga high-denstt}' floppy disk ora hard disk, you have a choice of t^'o formats: 
1:1 and 2:1. The 1; 1 option is more efficient; select the 2:1 option only if you're using an 
Apple SuperDrive (connected to an Apple 11 3-5 C()ntrt)ller Card) or an earlier model SCSI 
card (such as the Apple II SCSI Card). If youre using the Apple II High-Speed SCSI Card for 
your iiard drive, select 1:1. (If you're not sure about your card's requirements, check die 
manual that came widi the card,) 

♦ Note Hard disk interleave options are presented only if die disk being initialized ha.s 
not been panitioned. ♦ 
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Click Iciitializc or press Command^Return, 

After a few moments you return m the Advanced Disk Utility screen. A message at the 
bottom of the screen tells you whether the im[iali;^a!ion was successful. If initializing was 
not successfulf see the troubleshooting information on page 313. 

If you want to paaition^ initialize^ erase, or ^ero another disk, turn to the appropriate set of 
instructions. If you're finished using the Advanced Disk L'tiliiy^ click Quit or choose Quit 
from the File menu ({)r pre.ss Cominiind-Q). 



Erasing 

If you wanl to remove all the files from a disk you should erase it, ^lien you emse a disk, 
an empt>- directory is written to the di.sk. ^'lien you open the disk icon on the desktop, file 
and folder icons no longer appear— because it is the director^' that lets you see files and 
foltJers on a disk. The files are still there, btit without a director\^ they're !n;isible-and 
inaccessible, unless vuli know how to find the data on a disk without a disk dircctor\'. 

Erasing a disk with the Advanced Disk Utility [las the same effect as erasing a disk ^ith 
the Finder Unless you're already u.sing the Advanced Disk Utility^ for another reason, it's 
generally more convenient to use the Erase command in the Disk menu of the Finder when 
you want to erase a disk. 

If youVe usinga floppy startup disk and you used the Installer to^ install the "File System: 
HFS FSr" update, the Advanced Disk L'ttEity allows you tct select the file sv.stem \virh which 
you plan to use the disk after you erase it, Othen^-ise, the disk will be m the ProDOS format. 

♦ Note if you wanl to completeh^ destroy the data on a ilisk so thai no amount of 
softw^are manipulation can ever recover it, ycu should zero the disk radicr than erase it. For 
instructions, see "Zeroing," on page 230 later in this chapter ♦ 

The following iastructions assume that you're statting from the Advanced Disk Utility 
screen. If you aren't, follow the steps in launching the Advanced Disk Utility,' on page 225 
earlier in this chapter. 
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Follow these sieps to erase a disk: 
Select the disk you want to erase. 

Cliik the Di^k hintnn (or press Tab) until the name of [he disk you want to erase appears 
in ihc description at the l^ottom of the Advanced Disk Ciilia' screen, (k maybe necessary' 
to eject the Sysiem.Disk disk or the SystemToolsl diik and insert the disk you waiit to 
initialize.) 

♦ By the way If the selected disk has not been initialized, the Erase button is dimmed 
and can t erase the disk. ♦ 

Click Erase. 

You see the Erase dialog box. 
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The window cn the left shows the available file systems; the one for which rlie disk was 
initialized is highlighted. Select the one for which you plan to use the disk after you erase it. 

The window on the right shows the size of the disk. 

Type a name for the disk, u&ing the appropriate naming conventions. 

Be sure to folbw the naming rules on page 91. Vt'Tien you begin typing, a summary- of the 
naming rules appears at the bottom nf the dialog box for reference, Should you deviate 
from [he rules, a message appears telling you the name given is unacceptable-try again. If 
you want so keep the existing name, go on to the next step. 
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Click Erase or pre^s Conimand-Reiiii'n. 

Aftera moment you return to the Advanced Disk Utiliw screen. Amessage ai the bottom of 
the screen tells you whether the erasing was successful. If erasing was not successful^ see 
the troubieshooting information on page 313- 

If you want to initialize, erase^ zero, or panilion another disk, rum to the appropriate set of 
instru[;iions. [f you're finished using the Advanced Disk UtlWry, click Quit or choose Quit 
fnjm the File menu (or press Command-Q), 



Zeroing 

Zeroing a disk wipes out evemhingon the disk. Unlike erasing, zeroing eliniinate-S not only 
the disk direciory. but also all the files and the file system. Only the tracks and sectors 
remain, and a character pattern is written to them— making it impossible to recover the 
data. j\fter zeroing, a tlisk must be reinitiaiizcd before it can receive new data. 

In most cases, emsing a disk is sufficient. But there may be times when you need to zero 
a disk rather than erase it. If you have highly confidential information that you want to 
destroy, for example, erasing may not be a sufhctent precaution. 

Since ei^ing removes only the disk directory (leading the files invisible but intact], 
someone with a lot of computer knowledge may be able to reconstruct the files on an 
erased disk, '^■'hen vou 2ero a disk, on the other hand, the computer actually writes over all 
the data ['ahng with the file system), so no one can reconstruct the information that was 
there without special hardware. 

Because zeroing involves writing m^er everything on a disk, it can take a long time- 
especially if you want to zero a lai^e-capacity disk such as a hard disk or a hard disk 
partition. As a result, you probably won't want to zero disks unless it's important to do so. 

The following instructions assume thai you're starting from the Advanced Disk Utility' 
screen, If you aren't, follow the steps in "Launching the Advanced Disk Lkility,^' on page 225 
earlier in this chapter. 
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Follow these steps to zero a disk: 

1 Select the di^k you want to zero. 

Click the Disk button [or pre.ss Tab) until the name nf the disk you -ft-ant to zero appears at 
the bottom of the Advanced Dtsk L'tiliry screen. (It may be nece.ssar\' to eject the 
System.Disk diik or the System'fbolsl disk and insert the disk you want to zero.) 

2 Click Zero. 

A dialog box appears warnmg you tliat zeroing will destroy a^er^'thing on the disk and may 
lake a long i:ime. 

3 Click Zero to proceed widi the zeromg operation, 

You see the messages Setting up buffers" and then "Zeroing disk . .This could take a while ' 
at the bottom of the Advanced Disk Utility screen, 

\i(''hen zeroing is complete, a message at the bottom of the screen tells you whether the 
0|>eration wa.s .successful. If zeroing was not succcssRjI, see the troubleshooting 
information on page 313. 

4 Reinitialize the dbk. 

"When zeroing is complete, you must reinitialize the disk before it can receive new data. 
Follow the steps on page 227. 

If you want to initialize, erase, zero, or panition another disk, turn to the appropriate set of 
instructions. If ynou're finished using the Advanced Disk Utility, click Quit or choose Quit 
from the File menu (or press Conimand-Q). 



Partitioning 

\Clien you partition a hard disk, you are in effect dividing it into a number of smaller disks. 
The physical hard disk doesn't change, of course, but the computer recognizes each 
partition as if it were a separate disk. Vou can initialize, eniscorzero one partition without 
affecting the others, .^iid you can even use different file systems on the different pai'titions. 
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Hard disk icon 



Huni dbk pardtion iccHi 



Figure 9-2 Hiircl disk ard hard disk panitEtin kims 

For cxjmple. you mighi want tu use part i>f your hard disk for the PruDOS filt.' system, and 
part for the HFS file system. That wiiy. yuti can store your daia frotii the Macititosh 
environment on the satne disk as yt>ur ciata from the ProDOS environment. If you hav e an 
external hard disk, you can connea it to either your Apple IlGS orto a Macintosh computer 
providing a complete interchange of data, 

▲ Warning Once you connect your hard disk to a Macintosh computer, you must run the 
Apple HDSC Setup program from the Macintosh and use the "Update" function to update 
ytiurdiskwiEh necessary inft^rniation. Refer to the manuaJ that came with your HDSC Setup 
utilities, a 

Partitions have their own icons (yee Figure 9-2), which look similar to hard disk icons but 
represent the fact (hat tlie partition is part ofa hard disk, and not a physically sepanue disk. 
A partition icon functions like any other disk icon; you can select it and use the commands 
in the Disk menu to initialize, erase, orverily the corresponding partition, and all the same 
restrictions apply to it as apply to other disk icons. 

♦ Note It is possible fora hard disk to have only one paniiioa In this case, it will stiti have 
a regular hard dLsk icon. ♦ 



Using Pan ii ions 

If you have a SCSI hard disk larger than 32 megabytes (MB) and want to initialize it for use 
with ProDOS H applications, you can use partitions to take advantage of the disk's full 
storage space. 
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Under thL' ProDOS file system, the number of panitions iiUowed on a device varies from 8 
to 32, dt^pcnding on the size of the device, Table 9-1 illustrates how these rules appiy to 
hard di'iks t>F various sizes. 



Tkble 9-1 Masiinum partitions available in various hard disk cap^iciiies 

Disk slxc h(aximiiai partiiiaaii 

20 MB a 

40MB a 

so MB 8 

ITOMB 8 

256MB 8 

320 MB 10 

512 MB 16 

640 MB 20 

REX) MB 25 



I GB and jp 



You may find it convenient to use partitions simply as an organizational de\ice. If two 
people u.se a hard disk, for example, you may wanE to create a partition For each per^ion. 
If you've already partitioned your iiard di^>k with the HDSC Panition pn)gr;im on [h^ Apple 
nSCSl Card Vtiiilies disk, you don't need to repartition it with the Advanced Disk Utility. 
But there are t^'o |X)tential advantages to doing so: 

■ You can create an HFS partition making your hard disk compatible with Macintosh 
computers. However, you must make your first panition a ProDOS volume if you want 
to use the drive as your startup drive for your Apple llcis. 

■ Ifyou're using a large capacit\' hard disk (over 128 MB), the larger number ofparritions 
allowed by the Advanced Disk litilirv may let you take advantage of .storage space that 
would be wasted if vou used the HDSC Partition progntm, 

The HDSC Panition program lets you have up to four partitions of 32 MB each 
corresponding to a single SCSI card. With the Advanced Disk Utility, on the other hand, you 
can have as many as j2 partitions on each SCSI hard disk connected to the SCSI card 
providcxJ you have the disk capacity. (See Table 9-1 for details.) 
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A Important Partitioning erases all the data on aJI parritions on a hard disk. Forthat reason, 
partitioning is something vau probably wani to do only when you firsi insiall 2. new hard 
disk. 

Note that PmDOS 8 applications can use no more than 1-4 devices. If you have ;i lai^e 
number of de\iccs connected to your computer, :liis may limit the number of ProDOS ^ 
partitions that will fijnction with ProDOS 8. 

If you should ever need tu repartition a hard disk, be sure to make a backup copy of 
everyihing on the disk first. The Apple IIgs Archiver on yiMTSystemToois2 disk makes it easy 
to back up a hard disk. It accommodates file s\'stem differences, including naming 
variationri, and maintains the structure ofyour files in the backup. The Archivercopies your 
data onto sets of 3o-inch disks, onto another hard disk, or onto tape, For more information, 
see Chapter 8, "Using the Ai'chiver," starting on page 199, 

You can also use the backup programs on Apple It SCSI Card Ulihties disk or the 
Apple U I Ugb-Sfyeed SCSI Card Utilities disk, or you caji even use the Finder to back up your 
hard disk onio another hard disk or onto sets of 3.5-inch disks, 



Partitioning your hard disk 

The foilowing instructions assume that you're starting from the Advanced Disk Utilit\' 
scnsen. If you aren't, folJow the steps in launching the Advanced Disk Utility/' on page 22S 
earlier in this chapter. 

Follow these steps to partition a hard disk: 
Select the hard disk you want to partition. 

CEick the Disk button {or press Tab) untti the name of the hard disk you want to partition 
appears at the bottom of the Advanced Disk Lliliiy screen. ( You woiVt be able to partition 
any disk already in use, such as the startup disk or the disk from which you launch the .\DU 
program.) If the hard disk has not yet been initialised, the message at the bottom of die 
screen sa^'s ""Uninitialii^ed or no disk in drive;' 

If you're repartitioning a hard disk, select any partition of the hard disk, 
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Click Tuition. 

You see a dialog Ixix reminding you that partitioning will destroy all dm on all piinitions on 
the hiird disk and asking whether you really u.'ant to panttion the hard disk. 

Click Cancel if you ^^'ant to stop the panitictning process^ 

Click OK to continue wkh the partitioning operation. 

You see the Partition diak)g box, 



( PiFrtitici ) 




-ItHTITLmCltllH) 



Note that the dialog box has a button labeled hirtitfon. This button saves all changes you 
make in the dialog box. Don't click this button until you've created, named, and sized all 
the partitions you '^^■ant, Once you click this button, you won't be able to add, delete, C5r 
resize any partitions without staning the partitioning process over from the beginning. 

Name the first partition, 

^t'Tien the Parririon dialog box first appears, it includes only one partition, calkd 
UNTITilDi [If the hard disk has been partitioned before, you may see the namts of the 
existing partitions,) 

This name appears in both the partition list (the ™dow in the upper-left comer) and in 
the name box below the partition list. 

Type a new name for the [mtition. Although partitions h^w no naming conventions, the 
name you type will appear as the default name when you initialize the volume. At that point 
(Step 13), you need to follow conventions for the file system yoti select for your volume. If 
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you lA'ant the partition and the volume to have the same name, keep the appropriate file 
system naming conventions in mind as you name the partition. 

Once you assign a name to a partition, you can't change it without repariitioning the entire 
harfl disk. You can cliange the name of the icon that corresponds to the partition— j^ist as 
you can rename any other disk icon in the Finder. However, although you may rename the 
icon, the name you see in the p^^niiion tlhhg lx)x w the one you originally xssi^ncd. 

5 Set the partition's smt. 

The bar graph to the right of the panition list sho^t; how the space on the hard disk is 
divided. A diUerent color (or shade of gray if you have a monochrome monitor) is used for 
each partition you create, 

The scroll bar to the right of the four buttons leLs you change tlie size of the selected 
panition. You can change the partition size in increments of 0.5 MB. To change the size, 
reposition the scroll box within the scrtill bar using any of the following methods: 

■ To move (brougb the scroll bar otie iucremmt {thai is. (15MB) at a time, click the 
upper scroll arrow {to increase tlie size) or the lower scroll arrow (to decrease the size). 

■ lb motv fhrough the scroll bar four mcrefuents (that is, 20 MH) at a time, click the 
shaded area above the scroll box [to increase) or l7ek)w the scroll box [ to daTease). 

• fe move quickly ibrough the scrof! bar dni^ the scroll box to the desiretl location. 
[Then, if nccessar)^ use the previ(.)u& techniques to adjust the partition size.) 

When you reposition the scroll box within the scroll bar, the correspondingsegnient of the 
bar graph changes to reflect the new percentage of total space allucated to the selected 
partition. 

6 Press Return to coniiriii the name and size you specified. 

The partition name changes front LMI FLEDl to the name you provided in step 4. 

1 

i Click New to create the next partition. 

Anew partition numed UNTfl'LEDl appears in the list. (If you didn't rename the previous 
I'NTITLHDI partilit)n. the new partition will be named lh\TITLED2.) In addition, the bar 
graph now show'S a new partition, in tlie new color (t)r shade of gray). The scroll box in the 
scroll bar also show's the new partition's color 
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If all of tlie av^Jable space has been used on the hard disk, you will not be able to dick Ne^' 
again; go on to step 12. 



Name the new partition, 

Ti'peanew name. 

Set the ne^' partition's size. 

Reposition the scroll box in the scroll bar (using any of the methods described in step 5j to 
the partition size you want, 

If you try to assign more than the rotal amount of unassigned space on the hard disk, you 
hear a beep and die ADU will auttjmaiically adju.st the size to the remaining space. 

Press Return to confirm the name and size you specified. 

SIdp to Step 1 3 if this is all you want to do. 

Repeat steps 7 through 10 to create additionai partitions as needed. 

Create only as many partitions as you realK' need. The more partitions you use, the slower 
your computer's access to information on the hard di^k will he. 

Keep in mind that eight is the maximum number of partitions for disks of 300MB or less 
(see Table 9-1 on page 233). 

When alJ space on the hard disk has been allocated, the Partition dialog btjx looks like this:. 





Purtilian.l. 
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I L Make any final changes to partition names skes, 

[f you change your mind about a panttion name, or decide that a partition should be hr;ger 
or smaller, select the tiame in the paititton list and make the necessary' change, (Be sure to 
press Return [o confirm the change ) 

If youVe already allocated all the space on the hard disk and then decide that you want lo 
enlarge a partition, you must first select a different partition and reduce its si^ie accordingly. 

If vfju decide to eliminate a partition altogether, select iLs name in the parution list and click 
Delete. ( Vbu can deleteall buE one partition; when you have only one remaining, the Delete 
button Is dimmed, ) 

Before you go on tfi step 15, make ^ure that you've alfocateti all the space on the liard disk. 
Any space left unallocated when you click Partition will Ix^ wasted— unless you go back and 
repartition the entire hard disk. 

13 Click Partition. 

A dialog box appears for the first partition. The window on the left shows the av^iilabie file 
systems. If you installed the HFS file system translator, you1l see ProDOS anti HFS. 
Orhen\'ise, you see only the ProDOS file system, Select a file system for your volume. 
Remember that the first partitkMi must be initialized as a ProDOS volume if you plan to use 
the liard disk as a startup drive. {For information on installing translators, see Chapter 2, 
"Using the Installer," starting on page 19) 

If the partition najne you assigned doesn't follow^ naming conventions for the hie system 
you assign to this volume, t^'pe a name that follows the appropriate rules. 

The window on the right shows the size you assigned this partition. 
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♦ Note If you've set up only one partilion, n dialog box appears, asking you if you want a 
hard fcrnia[- Click \o unless you require a hard format to ensure that any detectable defects 
are removed from the disk. Af[er the hiird format, ii dialog box appears, asking if you plan 
toconnect your disk lo a Macintosh compuEcr If you click \es. special additional formatting 
requires aboui 12BK on your hard disk, If you click No, the button you click in siep 14 is 
Erase^ instead of Initialize. ♦ 

In some cases, you may see a message stating that ADL" was unable to load the Macintosh 
driver, and that HFS partitions wii! not be usable on Macintosh computers. Should you 
receive this or other error messages, turn ro ihe toiLibleshooting information starting on 
page 3 13. 

Click [nitialize or press Command-Return. 

The partition is initialized for use with the file system selected above. 
After a moment, the same dia!(3g box appears for the next partition. 

♦ Note If you click Cancel instead of Initialize, the partition will still he created, but it 
won: be initialized , and its icon won't he gi\^en clie name you assigned in the Panition dialog 
box, To initialize the partition later, follow the instructions in "Initializing," on p^e225 
earlier in this chapter. ♦ 

Repeat step 14 for each additional partition, 

^tien you've initialized the last partition, you return to the Advanced Disk Utilit>' screen, A 
message at the bottom of the screen tells you whether the partitioning was successful, If 
partiEioning was not successful, see the troubleshooting information on page 313- 

If you click the Disk button (or press Tab) to cycle through the ai^'ailable volumes^ you see 
a partition icon corresponding to each partition you created. If you clicked Cancel in step 
14 for any panition, the message at the bottom of the screen will say "Uninitialized or no 
disk in drive'' when that partition is selected- 

If you want to partition, initialize, erase, or zero antuhcrdisk, turn to the appropriate set c 
instructions. If y<ju re finished using the Advanced Disk Utilit\', click Quit or choose Quit 
from the File menu (or press Command-Q). 
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Getting information about a disk 



Whenever the Advanced Disk Utilit)' screen is visible, ynu can easily get all the important 
information ynu mighi wani to know alxjut the disk. Vbu can set' the name uf the di.sk, the 
size cjf the used portion of the disit, the amount of room still available, the file system, and 
the name of the device that contains the volume. If the disk you want to know about is a 
hard disk, you can also see a list of the names of all the partitions it contains. If the disk is 
write-proiected, you see a lock icon next to the disk icon, 

Follcm^ these steps to get information: 

1 From the Advanced Disk Utilih^ screen, select the disk about which you want 
information. 

Click the Disk button (or press Tab) until the name of the disk appears at the bottom of the 
Advanced Disk Utility screen. 

2 Click Info. 

You see die Info dialog tox. 



If the selected disk is a hard disk parrlTion, the Partitions window lists the names of all the 
partitions on that hard disk. ( If any of the panitions have not been initialized, the Partitions 
window lisLs the device name ;is the partition's name, ) If the disk is not part of a partitioned 
de\dce, the Partitions held displays tlie message "No partitions on this disk/' 

Ulien you're lookingat the Info dial(ig box for a hard disk partition, ynu can click any other 
partition name in the Partitions window to see the information about that partition. 



Dib^: :lliirlDish 



livdilDlil?: iim 



ipQrtitions: 
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Click OK or press Return* 

You return to the Advanced Disk Utiiixy .screen. 

If you want to initialize, era^e, zero, or partition a disk, turn to the appropriate set of 
instructions. If you're finished using the Advanctrd Disk Liility, elicit Quit or choose Quit 
from [he File menu (or press Comniand-Q). 

In the Advanced Disk Utility, the Finder and the Archiver backup and restore program, you 
have all the tools you need to work with the disks you can use with your computer For 
information about initiali;^.ing and ei^asing disks with the Finder, see Chapter 4. "^■brking 
With DLsks " starting on page H5- For information about backing up and restoring 
information with the Archiver program, see Chapter "Using the Archiver, ' starting on 
pi^e 199. 
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Usino Universal Access 



System 6 software includes progmms designed eo ensure universal access— that is, 
.solutions tlaat make Apple computers available to cliildren and adults with special needs. If 
you have difficulty using the keylxwd ortheniousc or reading the manitnr's screen, these 
priti^rams may pnnide the assistance you need. The applications in iliis chapter are also 
usehj] to anyone ^'ho needs greater visual precision when using drawing applications, and 
to those who have an optional ^DB device (such as a drawing tablet or child's keyboard) 
attached to the computer. 

Easy Access provides alternative ways to use the mouse and kq+xiard; Video Ke>lDoard 
provides an alternative on-screen keyboard; and CloseView magnifies the images displayed 
on the screen. 

This chapter contains information on these topics: 
■ keyboard and mouse assistance with Easy Access 

• alternative text entr>' with Video Kq'board 

• easier screen viewing with CloseView 



♦ No(e If you do not need the featyrtrs pruvided by these tools you should not install 
them because they consume memor)' and reduce the system speed. ♦ 



Keyboard and mouse assistance with Easy Access 

Easy Access is a set of keyboard utilities with t^'o features. Stick}' Keys and Mouse Keys, that 
assust people who have tlifEicult>' t\'ping with both hands or with nianipuiating the mouse- 
These features are also uicful to anyone who wants to use the keyboard with one hand or 
to have compleie tiontrot ever very fine movements of the pointer 

If your computer has ROM 01, you can use Sticky' Keys only when you start up from 
GS/OS or use a GS/OS application. Although Sticky Keys is buiil into ROM 3 computers, 
you can see its visual indicators only when youVe installed Easy Access on yourstartup disk 
and you're working ^\i[h an application that uses the desktop interface. Mouse Keys 
requires the use of the desktop interlace. 

♦ Note You can determine which ROM version your machine has by checking the ROM 
number shown at the bottom of the screen when you first turn on your GS, ♦ 

If you use the Installer to create or update a system disk fora 1.4 MB drive or a hard disk 
drive, Easy Access will install automatically if eariier versions have been previously installed 
(if you are upgrading to System 6, for example). If you use an 800K floppy disk to stan up 
your computer, there is not enough room to insiall the prognim on your stanup disk. Fur 
instructions about using the Installer, see Chapter 2, Xlsing the Installer." 
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Using Sticb Keys 

The Sticky Keys feature of Easy Access lets you type combination kev^trokes, consisting of 
une or more modifier keys and one additional ke\', without actually pressing the kejis 
simultaneously. The mtxiifier keys affected by Sticky Keys are: 

■ Sliift key 

■ Cdmmiifid key 

■ Opnon ke> 

■ Control key 

All of the other keys on the keyboard are nonmodifier ke\^. 

If you're working with an application that uses the desktop interface, one of three Slickv' 
Keys icons appears at the iar-ri^ht end of [he menu bar when Stick>^ Keys is active. 

This icon means SticW Keys is ON. 

This icon means the mtjdiher key you just pressed is SET. The next key 
you press will be included as part of a combined keystroke. Typing a 
nonmuiifier releases the SET modifier. 

Ttiis icon means the modifier key you just pressed tudce is LOCKED, 
which is useful when you want to use the same modifier to enter several 
different commands. For example, you might want to do a lot of copying 
and pasting, Press the Command key twice to LOCK it, then alternately 
type C (for Copy) and V {for Paste }. To unlock the modifier, press it once. 
The icon will change back to the ON icon. 

Any time you press a mociifier key. the icon changes to reflect your new opticas. 

♦ Note The visual indicators are in the software only; they are not built into the ROM. ♦ 



T-T 
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% use Stick}' Keys, folluw these steps, 

1 To turn on Sticky Keys, press and release one of the Shift keys five times in 
succession without moving the mouse. 

If you happen to bump or move the mouse during this sequence, you need to start over. 

2 Press the modiiier key to set the modiiier. 

For example, press the modifier Command key once (notice the SEi' icon ). 

3 If necessary, press another modifier key. 

Some conimyntls require that you pn?ss two modifier keys before you press the 
nonrntjclifier key. 

When you enter a [hree-kcy command (such ius Command-Shifr-B), rhe Command key stays 
set when you press Shift (anodier modifier), but is released when you type B (a 
nonmodifier), 

4 Press the nonmodifier key to complete the command. 

Tv'pe A Ui nonmodifier) to complete ii Command^A command, Tlie menu bar icon will 
change back to the ON icon, 

5 To turn off Stick}' Keys, press the Sliift key five times agahi. 

You can also turn off Stich' Keys by pressing a modifier ke\^ and a nonmodifier key at the 
same time. (The Control-A combination is handy because die kc^'s are close together) 
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Using Mouse Keys 

If you fetl more comfortable using the keyboard to give insrructit)ns to tlu- computer— or 
if you have difficulty using the mouse— you can activate the Mnuse Keys feature, which lets 
you move the |X)inter, click, press, drag, double-click. Shift click, or Command-click entirely 
from the key board. 

You can customize tlie responsiveness of :he Mouse Keys feature usiiit? the Keybojird 
Control Panel. 

To use Mouse Kej^, follow these steps; 

To activate Mouse Keys, hold down tbe Coounand and Sliift Key^. 
TOhout releasing the first two keys, press, and then release, the Clear Key. 
lb turn off Mouse Keys, press the Clear key. 

♦ Problems with combined keystrokes? If you have difficulty T^ith combined 
keystrokes, activate the Sticky Keys leauire first, as described in the previous seciion. ♦ 

Using the numeric keypad to move the pointer 

^■lien Mouse Keys is activated, the numbenn surrtiundinj^ the number 5 on the numeric 
keypad let you move the p<i3nter in the corresponding direction. To move the pointer 
straight up. for example, hold down the H key; to move the pcjinicr diagonally up and to the 
left , hold down the key; and so on , ^See Figure 1 0- 1 . 1 

"When you hold down a number key, the movement of the |X)inter begins slowly and then 
accelerates until it reaches a miMnium speed, If you want to move the pointer by small 
increments, you can press and release the appropriate numlier key as many times as 
needed. 
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Figure 10-1 Moving the pointer with Mouse Key's 



Using the numeric keyboard to move by larger increments 

Normally, the pointer moves by one pixel each time you press and rebise a number key. 
If you want to increase this increment by as much a,s ten timeSt follow these steps: 

1 Press the asterisk (*) key on the numeric keypad. 

2 Press a oumber key from 1 lo 9 (or press for 10) to multiply the increment by 
that number. 

If you want t(] return to an increment of me pkel, press the asterisk key rw'ice. 
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Using the numeric keypad to click drag and make other mouse movements. 

Follow these steps lo implement Mouse Key featurcii: 

■ To dick position the pointer and then press and relea^ie 5. 

■ To press, position [he pointer and then press and hold dimn ^. 

■ To drag, position the pointerand press tn begin dragging; use the numeric keypad tt) 
m[>vc the pointer, and press 5 when you want to end dragging. 

■ To double-dick, position the pointer and then press and release 5 t^\ice in quick 

SULTCSSlon. 

■ To Shijl-dkk, position the pointer and then hold down one of the Shift kev's while you 
press 5. (Or, if Sticky Keys is activated, you can press the ke}^ separately.) 

■ 76 Commaml-dick position the pointer and then hold down the Command ke^' while 
you press > (Or, if Stith^ Keys is activated, you can press the keys separately.) 

♦ Not quick enough? If you're not able to press 5 quickly, you can set the double-dick 
option in the General Control Panel to the slowest setting. For more information, see 
' General/' on page 176. ♦ 
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Alternative text entry with Video Keyboard 



The Video Keyboard desk accessory provides i fully capable cn-screen keyboard for 
entenng text throujih Apple IIG-S ripplicatitjns. Video Keyboard allows you to nianfpulaie the 
standard mouse or alternative pointing devices, such as the head<onirolled inotisc, to do 
anything you can do with a physical keyboard. Designed panlcuLirly for individuals who 
cannot use -i standard hardware keyboard, the Video Keyboard can also be useful in 
situations where a hardware keyboard is Impi-acEical or cumbersome, 

To install Video Keyboard into your s>'sEem. choose the "Special Aids: VideoKeyboard" 
update from the Customised Installation option of the histaller. For instructions about 
using the Installer, see "To aiki capiibilitiesr En Chapter 2. 

Video Keylx>ard uses both the Keylx)ard and Translation setting in the General Control 
Vintl For more information about these setdngs, see General," on page 176. 

A Important Always open Video Keyboard before you launch an application. Problems may 
arise with some applications if Video Keyboard is opened from within the program, a 

The Apple llGS does not recognize Video Keyboard as the active witidow, so characters you 
t>^pe with Video Keyboard ^ways^o to the current active window. This means you can have 
the Video Keviioard active and still work on other documents or proi^rams. 

Follow these steps to use Video Kejiioard: 

1 Before you launch the application you want to use, turn on Video Keyboard by 
choosing tt from the Apple menu. 



A window containing a keyboard image appeat^ in the lower-left comer of the screen. 
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Move the Video Keyboard window to any position on the screen by selecting its 
title bar and dragging, jusi as you would move any other window. 

If the lower-left corntrr is a good position for you. (eave the Video Keyboard window where 
it is. 

Launch the application you want to use and position the insertion point where 
you want to insert text. 

Move the pointer over the key you want to type and press the mouse button. 

The ke>- becomes highlighted when it Ls selected, and ii sliows up at the mseniun poini in 
your document- 
To close the Video Keyboard window, click the close box. 

♦ Note Video Keyboard remains activated until you turn it olT. That means that even if 
you quit ihe application you're using arid launch another one. Video Keytx)ard remembers 
its position, and is ready to work with the next application. ♦ 



Video Keyboard Techniques 

There are several techniques you can use to accomplish the same tasks as you can Avith the 
hardware keyboard. 

■ 'lb repeat a key coniinmiidy. Move tiie pointer over the key, and then press and hold 
down the mouse button. ^Tien release the n^ouse button ormove the pointer away 
from the selected key, the auto repeat stops. 

( You can select the speed at which ke\!i repeal by using the Speed option in the 
Keyl)oard ConErol Panel. For more information^ see Speed/^ on page 179.) 

■ lb me a modifier key {Command Controi Option, orShfff}: Click the modifier key 
once and then click a nonmodifiLT kcv to conipkte the command. The modifier key 
remains selected until the nonmoclifier key is clicked. 

■ 2d lock a moiiijier key when I'ow want fo use ii for several different 
commands: Double-click the key. To unlock it, click it agiiin, 
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iModifier kq's can also be used together for 3-key commands. Click the first modifier 
key, [hen dick the nc-xt one; the two ke^'s remain &e]ec[ed until you click a nt)nm(xiifier 
key. If you change your mind, deselect a malilier ke>^ by clicking it. 

The Caps Lock modifier kcT behaves differeacfy from other modifier keys. A single dick 
selects i(, and it remains selected until clicked again. 

• To use Sf:>if!<lkk or Command-dick'. Doubleclick the Shift key or Command key to 
lock it, and then use the mouse to select ordrag an object. To unlock the modifier key, 
click it again. 

■ lb add a manmc keypad to the keyhoani: Click the Zo<jm box in the upper-right 
corner of the title bar. Clickinti [he Zoom bo;i again removes the numeric keypad. 



Key Caps 

Vidctj Kcvtoard key caps (key legends) show what will be typed when a given key is 
selected >X1ien the Shih. Option, or Caps Lock modifier keys are selected, the key caps 
show how the modifier!^ affect these keys. 

For example, when the Opcion key is selected, the key caps wU display the Option 
characters. If both Shift and Option keys are selected, [he key caps display the Option-Shift 
characters, Figure 10-2 shows die Shift, Option, and Shift-Option character sets. 

if you set Translation to "None" (in the General Control Panel), the Key Caps layout will 
not change when you click any of the modifier keys. 
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Opitnn-Shtft characters 

Figurt 10*2 Key caps displays of Option, Shift, and Option-Sliift clwaccers 



Thit kf y ^egut net will tnnble 




Figure 10-3 Dialog box carrying text screen warning 




A Warning Whik using the Video Kq+>oard, if you enter the text Control Panel by pressing 
Command-Controi-Esc, you see the dialog box in Figure 10 3. If you operate the computer 
using only a pointing device, click Cancel Don i enter the text Control Panels because the 
Video Keyboard cannot be used there and you will have no way to manipulate the 
computer ▲ 
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Easier screen \iewing with CloseView 

The CloseView desk accessory makes the screen easier to 
view, or read, for people who liave difficulty with standard- 
sized screen images. It can also be useful for anyone who 
wants CO get a much closer look at the screen. 

With CloseView, you can magnify^ any screen image 2 to 12 
times. You can also reverse the screen display to make 
images appear white-on-black instead of black-on-white, 

Wlien you use CloseView, you work with applications, 
desk accessories, and the Finder in the same way you do 
without CloseView. Wlien the magnification is activated, the 
program automatically follow^s your keystrokes and mouse 
movements without interfering with the application. 

▲ Warning Some applications do nor support CloseView. If 
you are unsure about whether a program supports 
CloseView, contact the application publisher ▲ 

To install CloseView in yoursystem, choose the ^'Special Aids: 
CloseView'' update from the Customized Installation option 
of the Installer For instructions about using the Installer, see 
Adding capabilities to a System 6 startup disk," on page 22 in 
Chapter 2. 
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Follow these steps to use CloseView: 

Choose CloseView from the Apple menu. 

The CloseView window appears. 
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Select the CloseWew options you want to use. 

■ 0^7 and Offhultons: Click the appropriate button to 
activate or deactivate CloseView. ^Iien you click On, a 
black box will appear skwing the area to be magnified. 

■ Magnification buttons and pop-up menu: Click On or 
Off to activate or deactivate screen magnification. To select 
a different magnification power, position the pointer on 
the current setting, hold down the mouse button to 
display the pop-up menu, drag through the menu until the 
setting you want is highlighted, and then release the 
mouse button. 
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When magnificarion is turned off. but CloseView is on, you 
see tlie CloseVievY frame (a hea\y box covering a portion 
of the screen). The frame moves when you move the 
pointer on the screen; it works like a magnifying glass, 
marking off the portion of the screen that will be 
magnified, 
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Wlien magnification is turned on, the screen fills with the 
poition of the screen that is inside the frame, 




♦ Losing track of your location? If you have difficult)^ 
keeping track of your location at higher magnifications, you 
can use Command-Option-X to turn off magnification or 
Command'Option-Down Arrow to decrease 
magnification. ♦ 

■ Black on While ami White on Black: Click these buttons 
to change the display to either black-on-white (default) or 
to white-on-black (inverted). If CloseViewis turned on, 
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the change takes place immediately; you can try each 
option to discover which is easier for you to see. 

■ Use Key Equivalents: Tht Key EquivalenLs box is preset 
for shortcuts you can use to modifj^ CloseView settings. 

-• Command-Option-O turns CloseView on or off. 

^ Command-Opiion-X turns magnification on or off- 

° Command-Option-Up Aitow increases magnification 
power 

Command-Option-Down Aitow^ decreases 
magnification power. 

^ Command-Option J inverts the current display from 
black-on-white to white-on-black, and vice versa. 

(If you don't want to use these key equivalents, click in the 
Key Equivalents box to deselect it.) 

■ Help: Click this button to open a window of information 
that may help you to use CloseView. 

After setting CloseMew options, close the CloseView 
window. 

You can now return to your application and work as usual. 
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Resources for adaptive technology 

For more information about adaptive technobgv' for individuals with disability, yon may 
want ro consult these resources; 

■ huiepeuikfice Day: Desfgain^ Computer Soiuiiom for Individuats with Disability by 
Peit;r Green and Alan Brighiman. 

■ Apple Computer Resources in Special Education 

■ Apple UCuide 
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11 Controlling Multimedia Devices 



Mukimt-'dia is a term that refers to the integration of text, graphics, sound, and live video- 
brought together and displsiyed in a way that allows you to access and combine as many of 
the elements as you like. System 6 softu'are includes ptognmis designed lq allow you to 
control multimedia devices through your computer. 

This chapter contains information on these topics; 

■ the Media Control Panel 

• the Media Controller desk accessory 

■ the CO Remote desk accessor)^ 

■ the VideoMix desk accessory 



Media Control 



The Media Control Panel and ihe Media Controller desk accesson' work tot^cthcTto provide 
computer control of cocnpact discs and laserdisc players. ITiey aliow;-ou to set up 
cajinections and control youro^vn ctJinbination;; of sounds, pictures, and grapliits from 
your compiler desktop. 

To use the Media Contr(.tl Panel and the Media Cantrollerdesk atcessoiT cin an Apple IlGS 
computer, you must tise ilie insiatlei' to add updjies to your startup disk, System provides 
all the files you need to use tlie AppleCD SC or AppleCD SC Plus CD-ROM players, and 
Pior^eer biserdisc players. Use this list to decide what updates to install for the equipment 
you plan to use: 

■ For the AppkCD SCorAf}pIeCD SCPhis. use the ^ Media Ctmtrol: AppleCD SC update. 

■ for the' Pioneer 2000 family Mich !iK!udesibe5050l use the "Media Control: Pioneer 
2000" update. 

■ For the Pioneer 4200, use the ' Medio Control r Pioneer 4200" update. 

■ For both la'^erdisc playeiy and the AppleCD SC or AppleG) SC Plus, use the 'Media 
Control: Everything^' update. 

For instructions on using the Installer to add updates, see Chapter 2, "Usin^^ the Intjtalier, ' 
For instructions nn connecting the equipment to your Apple IJas computer, see the 
manuals that came \^ith the equipment, 

Once you've connected the equipment and installed the appropriate updates, you're 
neady to work with the Media Control programs via the desktop. 
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Setting connections with the iMedia Control Panel 

To configure the Apple liGS lo work with TOurspe<:ific medhuieviceSf choose Cnnrrol Panels 
fram the Apple menu; then seleci the Mc;dia Control icon (it's listed "Media Ctrl' ) and click 
Open. You can also double-click the Media Control icon to open it. 
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Follow these steps to set a media connection: 

Click one of the eight buttons to select a media channeL 

You can choose any available channel 

Wien a connection has been made on a channel, the channel button is displayed in red. If 
you ft-ant to clear a prc\iously configured channel, click the Clear Channel button at the 
bottom of the screen. 

The mc^ia de\ice and |>oi-i options display all available mc\lia devices and ports, 
Select a device from the list of available devices. 
Select a media port from the list of ports, 

^lien you've set your connection for each piece of media equipment you're using, you 
must close the Media Ctrntrol Panel window for the settings to take effect. 
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Controlling equipment with the Media Controller 

Once you have assignt-d a media daice to a channel via the Media Control Panel, you can 
use the Media Controller desk accessorv' to control the device while running other 
appliiations. To get to the iMedia Controller desk accessor)', choose it from the Apple menu. 
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You see the Media Controller options, which look ven' much like the options ytju may have 
on a remote contnil device in your home, and have these functions; 

■ The Channel buttons let you select one of eishi media channel devices. \bu must first 
set the channel connecti(3ns by using the Media Control Panel. 

■ The More button gives you additional opiioasi 

^ Id see the bi and Out opUons. click the More button once. These options allow you 
to select particular time segments lo play. Afterdouhle-cficking the In text box, type 
the time for the Ixr^inning of [he segment yr>ti want to pkiy. Then select the Out text 
box and type the time for the ending of the segment you want to play. Click Run to 
play the selected segment. 

^ \bu can also specil^' a segment by playing the disc. it plays, click In when play 
reaches the beginning of the desired segment; click Out when play reaches the end 
of the desired segment. Click Run to play the selected ^gmeni, 

° 76 see the tiddithnal opiions, click the More butttm again. You see l:hrce options: 
Access Lock {v\'hich prevents disc qection). Video Display (which displays the 
remaining time or fnimes), and Volume Control. 
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■ The Video button controls whether or not you display a running laserdisc video on the 
desktop, 

■ The Display button allows you to see the time or the numhtT of the frame the CD or 
laserdisc is currently pla}^ng. 

■ The Record button initiates record mode if the device has a record Function, Tliis button 
is dimmed because :iie devices do not currently support this function; hou'ever, the 
design alkws for future suppod of such devices. 

■ The Eject button stops tlie device and ejects the disc. 

■ llie St{)p button stops play and the location is set back to the starting location, 

■ The Audio buttons turn on and of the audio channels, and correspond to the left and 
right audio channels, 

• lT)e Seep buttons move backward or forward one frame button (if the deviee has such 
acapabilit;), 

■ The Play button plays for^'ard at normal speed. 

■ The Track buttons lei you skip backward or fop^'and by chapter or track- 

^ If you're skipping Imkwcird. you go to the beginning of the previous chapter or 
track. If you are not at the beginning of a chapter or tnick, you skip to the bcsjinning 
of (lie current chapter or track. If yoLiVe on the first cha[itcr or ir^ick, you skip to die 
beginning of the last chapter or track, 

^ Ifyoi&e skipping fonmnl you go to the beginning of the next chapter or track. If 
you are at the end ( )f the last chapter or tracks you skip to die first chapter or track. 

■ The San buttons scan forward and back^^-ard. 

■ The Pause button initiates pause mode; cliL:king Play returns the device to play mode 

CD Remote 

CD Remote is a desk accessory that allows you to control the AppleCD SC Plus or Apple 
CD SC drives t(> play your audio CDs. To use CD Remote on an Apple Ik;s comfuiter you 
must use the Installer to add an update to your startup disk. One update provides all the 
files needed to use the AppleCD SC or AppleCD SC Plus drives: install clie ■Drive; CD-ROM" 
update. 
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For instructions on using the Installer to add updates, .see Chapter 2, "Using the 
Installer." For instructions on connecting (he ApplcCD SC equipment to your Appfe IlGS 
computer, see thi- {)wner sguidt^ that came wiih Lhc equipment. 

Once you've connected the equipment and insiiillcd the update. yi>u're ready ti.) work 
with the equipment via the deskt(.ip. 

Complete instructions for using CD Remote are described in ihc.^fileCD SC Ownet ^s 
Guide. 

A Imponant CD Rcmoteis not designed for working with data tracks; its function is to work 
with audio tracks. However, if you ait working with a disc that has dam and audio tracks, 
you can use the disc as if it were strictly an audio disc. CD Remote simply skips over the data 
tracks. — 



VMeoiMix 

The VideoMLx desk accessory lets you adjust the combination of graphics and video made 
possible with the Apple II Video Overlay Card. The card allows you to superimpose a 
computer image on a videt) image. For example, you might use computer gntphics to 
display text that describes video scenes or objects. Tiie card works with any of the existing 
painting, drawing, and animation software that you can use on vour Appfe ]lGS-in fiict, you 
can use it with viriualK' any Apple 11 softW'arc. 

To use the VideoMix desk accessor\^ you must have an Apple 11 Video Overlay Cand 
installed in y{)ur computer and you must use the Installer to add the ' Media: Vidcx)MLx" 
update to yi)ur startup disk. 

For instructions on using the Installer to add updates, see Chapter 2, "Using the 
Installer." For instructions ou connecting the laserdisc players and installing the videt.t 
overlay card, see the manuals that came with tiie equipment. 

Once you've made the connections and added the appropriate update, you're ready to 
use the VideoMix desk accessory to make adjustments to the video and graphics displays. 
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Selecting key color 

Creating an overlay with the Apple II Vidct) 0\ erlay Card requires you to select ^ control 
color, called the key color Tlie key color is transparent [o the incoming \ddeo and is 
treated separately from the other colors. M colors not designated as the ke\' color are 
treated as a group and are called non-key colors. The key color indicates where the video 
input signal will he displayed on ilie screen. For exiimple. if the key color is bbck, the video 
input signal shows through only where hhck is displayed on the j>creen, Where any oiher 
color is displayed, the video will not show through and tho.sc areas will display the 
cnmpuier generated ,^raphics. 

You can select the key color from the screen or from the options on the VideuMix color 
palette. Follow these steps: 

Choose \1deoMix from the Apple meau. 

The VideoMLx key cokjr wIlilIow appears, displaying a color palette with 
sixteen Liiffcreni colors. 
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Select the color you want for your key color 

!J'yoi4 want a color Jrom ihe ptsletie, click the color you want, 

If you warn to pick a cohrfrom t^)e sami click Pick Fi-om Screen. A hjind with a pointing 
finger replaces ihe arrow poinieron the screen. With the hand pointer in the computer 
graphics area (jf the screen, click the color of your choice from anv that appear on ihe 
screen, The color y(^u select appears in the color palette xs the key color, 
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Serting the video/graphics mix 

^bu can use the VideoMis desk accessory' ro adjust the mix of video and graphics lo create 
Ehe effects you want. Follow these step.s: 

From the VideoMix window* click the Video/Graphics Mix button. 

A window appears mh [wo sJider controls, one for the key cok^r, and one for non-key 
colors, Tlie slider controls alk)w you to ch:inge the dissolve vdue of both the ke\^ and non- 
key colors, 

Move the sliders to aay of their seven positions to adjust the mix. 

!fyou move (be sliders to the top of the sfidebctrs (where you see the word Cmpbia). you 
select 09[i dissolve for the key und non-key colors-resulting in the elimination of :ill video 
display on the screen. 

IJyou move the sliders to the hoitom of the sHdebars (where y()u see the word Video), you 
select 100% dissolve for the key and non^kq^ colors-resulting in the elimination of all 
graphics display on the screen. ( Vou cm redisplay tfie graphics by pressing the Escape ke}'.} 

You can move each slider independently to achieve a variety of display effects. 

Click OK to save the video/graphics mix you want. 

You can dick Cancel to return to the key color pafeiie without saving a mh. 



Adjusting the urn 

You can use the VideoMLx desk accessory- to adjust the tint and color of the video image to 
your preference Follow these steps: 

From the VideoMix key color window* click the Video Adjust button. 

A window ap|x?ars with a box set to the key color so that the current video image is shown. 
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Adjust the tint and tlie color to your preference. 

R>siti[)n the pointer on the up or down arrows for each settinj^. Press, and hold until ihe 
image in the box corresfxinds to the tint and color you want. 



Click OK to save the tint and color adjustment. 



For further details alxnn using the Apple El Video Overlay Card and the VideoMix software, 
see the Apple I! Video Ot 'erlay Card Oivner 's Guide. 
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If you use your Apple liGS computer at home, chances are you're using it as a stand-alone 
computer. If you use your compuier at school or at work, liuwa^er, ii may be pan of a 
network, a system of interconnected computers and peripheral devices, suchas printer.s 
and file servers. Thii chapter tells you how to use System 6 witli a network. 

Although System 6 allows you to stm up directly into ProDOS S without wailing for GS/OS 
t(] kjad. the chapter generally assumes you are working with GS/OS. You can skip reading 
this chapter if )'ou tlon't work on a network- If you are a nen^-ork administrator, refer to the 
documentation that came with your Apple U Setup disk for information about 
administrative tasks. 

This chapter contains informatit)n on these topics: 

■ learning about the ApplcTalk Network System 

■ using an ApplcShare File Sender 

■ using folders on a file scrv'er volume 

■ logging oda file server 

■ printing over die nep^^ork 



♦ Note If you will be starting up dirmly into PrjDOS 8, refer to the Apple He 
Wirkstatioti Cw'd User's Guid& for inPormation about PrjDOS 8 applications ihiat let you 
log on, select printenv, and perform other network tasks. ♦ 



Learning about the AppleTiilk network system 

The Apple IlGS is designed to be part of ihe AppleTalk network ^y^tem, which tan 
include other types of personal computers, such as the Apple lie, any of the Macintosh 
family of computers. UNIX VOpen System, and MS-DOS computers. It can also include 
peripheral devices such as LaserWriter and ImsigeWriter primers. 

Tt) connect devices to an AppleTaik ner^'ork system, you can use one or more LcK'alTalk 
Lacking Connector Kits, which include all the Ciibles and connectors necessaiy to link 
devices to the net\\'ork. 

If your computer is part of an ejdsting network at your school or office, there may be a 
ncn\'ork administrator who maintains the network. Typical duties of the network 
admini.stratf}r include making the physical connections between devices on the network, 
setting up and maintaining any Inle serv'ers and print sen^'crs on the network, 
troubleshooting whenever net^vork users encounter problems, and answering questions 
about network services. 

If some procedures in this chapter require deciskms that you can't make about the 
network, or if you don't have all the networking information that you need, see your 
network administrator. 



Network types 

The AppleTaik net^'ork system includes a number of nen^ork types, such as k>c:ilTalk and 
Etliernet. ^^1 AppleTaik network t\'pes use die same A^ipleTalk protocols, or rules for 
e?ichanging information, which are built into your Apple lltiS computer, the Macintosh 
computer, and the LaserWriter printer. Tliese protcKols can be added (widi special interface 
cards) to the Apple lie computer, the ImageWriier printer, and MS-DOS compatible 
computers. Regandless of the network type used by a workstation fa computer 
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Functioning as piirt of a network) Je can gain access to the services of the AppleTalk network 
sy'Stem transparently. 

Tile various network t\pes c^n be pulled i{jgethcr irito a unified, larger system called an 
internet. Networks within the internet c;:in he j^roupc^l together into zones. Subdividing a 
lai^e internet into zones makes access to network de^'ices and services mure convenient 
and efficient. 

The advantages of networking 

When your computer is part of an AppleTalk network system, you can share peripheral 
devices such as printers, eliminating the need for an individual printer fur each user, 

An AppleTaJk network sy.'item can also include AppkShare print servers— specially 
configured Macintosh computers that store documents waiting to l}e printed, allowing 
several people to send documents to be printed at the same time. You'll leiirn n\ore abcut 
using AppleShare print sen-ers later In this chapter 

Members of an AppleTalk network system can share applications and exchange mail, 
documents, and other information electronically by usin^ AppleShare file servers— 
specially configured Macintosh computers diat allow net^'ork users lo store and share 
information. A single Macintosh computer can be UvSed as both a print server and a file 
server 

System 6 also allows you \o share files with any Macintosh computer that is set up with 
Macintosh System 7, If Macintosh computers on your network are configured with earlier 
versions of system software^ you will be able to store and share information only via 
AppleShare file serveni. 

Here are a few examples nf waj's you might use an AppleShare file ser\'cn 
• To read or post messiiges in a class or departmental 'buileiin board" folder. 

■ To keep frequently used electronic forms {such as expense reports, travel advance 
requests, and payroll documents) in a folder from which employees can copy as 
needed. 

■ To maintain documents that change frequendy (such as student rosters, company 
address lists, and client databases). 

■ To share public-domain software with other network users (or cop^Tighted software, if 
the copyright statement or a special license allows multiple use). 
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You'll Itarn about setting up AppleShare file serx ers later in this chapter. 



An overview of AppIeShare file ser\'^ers 

AppleShare is the file st™rsoft^ are tliat includes a set of network services ttiat gives you 
access to resources on an AppleTaik nem'ork system. Along with the AppleShare fiJe server 
sofmre, a file ser^'cr includes a Macintosh computer with one or more hiird tlisktlrives that 
lets you store large amounts of information. AppleShare file sen^ers provide storage and 
sharing of applicaiions and data files for AppleTaik neiwork system users. 

File serverivlumes 

Eacfi hard disk that's part of a file .server is known as a volume, Fiie server volumes fijnction 
logically in much the saine wa\ as any other kind of disk. When contrasted to file server 
volumes, disks connected direcdy to your computer are sometimes called locaJ disks. 

'ft'hen you mount a file .sender volume, its icon appears on your desktop, Y{)u can open 
the icon just as you v^'ould open any other disk icon, and you can use the file scrv^er volume 
(he same way you use other disks— creating folders, opening applications, saving 
docuinents. and s(5 on. An added benefit of file server volumes is that more than one 
network user can have access to them at the same time. 

If Macintosh computers on your network are configured with System 7 sofr^'are, Apple 
IlGS System 6 aJkiws you to share files with them in almost the same way you work mih 
other file scr\^'r volumes. The only limitation is that you cannot start up From such volumes. 
(\bu'll learn more aliout staning up direc[[y over the neiwnrk later in this chapter.) 

♦ CD-ROM volumes and other locked volumes Your file ser^^er may include locked 
volumes, such as CD-ROMs, whose conients can' t be changed. A lotikc^ volume- functions 
much the same as a write-pmtected 3.5-jnch or 5.25'\nch disk, You can't cuL-ate foldeis or 
save documents on a locked volume because you can't alter its contents. ♦ 
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Logging-on akematives 

^^en you want access to one or more file server volumes, you go through a process called 
logging on. For instructions on how to install the described updates on the Apple Ugs 
computer, see Chapter 2, "Using [he Installer," starting on page 19, 

You can log on eo a file ser^'er in four ways: 

■ From a ha rd disk thai includes the AppleSbare softuwe and the Fitider You create 
such a disk by installing the "System 6: Hard Disk or FDHD" update, along with the 
"Network: AppleShare" update, When you siart up with the disk, the Findf r is your 
startup application. You can then use the AppleShare Control Panel to log on to a file 
sen-er and select file serv^er volumes, as explained in "Logging on to a file sen,^er from 
Uie AppleShare Control Panel," on page 28Q, 

■ Fmm a floppy disk Ibai includes the AppleSbai e sofnmre, hut noi the Finder You 
create iuch a disk by insEalling the "Network: AppleShare, 3-^" Di^k" update. Although 
the disk does not include the Finder, it does allow you to use the AppleShare Control 
Panel to logon to a file server, and tlien to select an applicadon, as explained in "Logging 
on to s file server from the AppleShare Control Panel," on pa^e 280. 

■ Over the network (with a local disk} You create such adisk hy installing the "Network; 
Local Stanup" update [so named l^ecause it enables network startup from a local disk). 
BecaLisc some oFthe information needed for network startup is loaded from the floppy 
disk, this method is faster than net\vork starmp without a local disk. You bvpass the 
Finder, logging on to a file server and launching whatever startup applit:ation the 
network administrator has assigned to you, 

Network startup from a lot^l disk is useful primarily in classroom settings, where a 
teacher may want to have control over the application from which a student starts up. 
It is explained in 'logging oEF without the Finder," on page 300. 

• Directly over the riettvork (without a had disk} \bu can stan u|> this way if y(]u've 
installed the "Network: Ser\^er Startup" update on the startup volume of die file ser^^er 
^■Tien you switch on the computer, you automatical!}' log on to a file ser\"er and launch 
whatever stanup application the network administrator has assigned to you. 

The advantage of this method is that it doesn't require a disk drive; the disadvantage is 
that it can take somewhat longer than starting up with a kxral disk. This way to log on is 
explained in "Staning up over the network without a local disk, ' on page 284, and 
"Starting up over the network w^idi a local di.sk," on page 288. 
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When you're running thtr Finder, you can also create your own log-on shoncuc by using 
EasyMount. a Finder extension induded wiih System 6. EasyiMuunt is installed automatically 
when you install your nei^'orking update. 

To set up your shortcut, choose Create Server Ali;is from the Extras menu after selecting 
the server icon in the Finder (An alias is a small hJe that gives you quick access to the item 
with which it's associated— in this case, the server.) A dialog box appears, allowing you to 
name your alias and locate it wherever^^ou like-Hust as you would do with any normal file. 
From then on, you can Jog on to [he server by double-clicking the alias. Note that you also 
have the option to save your alias wiih a piissword; if you do. access io the server alias is 
open. (That is, someone else could log on to the server without knowing vour password.) 
When you re finished using the volumes on a file server, you go through a process called 
logging off, as explained tn 'Logging olTa fUe server,'^ on page 300. 

Registered users and guests 

A file server is like a central storeroom for files. Because you may want some files or folders 
to be private— or to be available only to a specific group of network users— the AppicShare 
File Server Si>ft^-arc provides a security' system to make sure that only the apprtjpriatc 
people have access to information stored (jn file serv^er volumes. 

\iTien the net\\'ork administrator set upyourfile ser\'er, he or she probably created a list 
of registered users If you're a registered user of a file server, your administrator has 
assigned you a user name and :i password. V(1ien you log on as a registered user, your 
user name identifies you to the file server, and your password (a unitjue word or set of 
characters that no one else knows) lets you confirm that yonVe whti you say you are. 

Vbur file server administrator may also have sec up groups of one or more registered 
users. The members of an AppleShare gniup asually need access to the same information, 
For example, teachers may need to share information among themselves, but resu^ct that 
information from siuclents. 

Even if you're not a registered user of a file server you can log on as a guest, unless the 
file ser\'er has |->een set up to alk w access only to registered users. Guests are given the user 
name <Ajir [■ser> and do not need a password, VX'lien you log on as a guest, you don't 
have access to restricted information, but you can use public files and folders. Anything you 
create or store on a fiJe server volume while logged on as a guest is available to all network 
users, including other guests. 
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Access pririkges 

The AppleShare File Server softu'are has a feature called access privileges tu Ici users 
restrict access to information In particular folders, \V'lien a registered user creates a folder 
on a file server volume, [he folder Is automatically sei up its a private folder The registered 
user is the owner of the folder, and he or she contn)ls che access ici its contents. Only the 
registerrd user can see or change whai's in the folder unless he or she gives other users 
access to it. 

YouH probably store some private information on a file ser^'er— Rir example, pa^Toil or 
personnel recortls, students' grades, and so on. But you may also store information that you 
want to share, either with cenain users on the nemork or with even one on the ncPAork. 
Access privileges let y{3u set up different restrictions For different folders, 

For an explanation of the different access privileges and the FoiderPriv Control Panel, 
see "Setting access privileges for a folder" later in this chapter 

AppleSbare-cm 'a } e applkatm is 

An application is AppleShare-aware if it can be used safely with an AppleShare file .server. 
With an .^plcS hare-aware application . a user should be able to launch the application from 
the file server In addition, a user may be able to store documents oa the hie server so that 
several persons can simultaneously have acces^s to those documents, without inadvertendy 
destroying each other's wtjrk. 

In addition to being Apple.Share-aware. each applicadttn falls into one of four categories: 

■ single-user/single-iaunch 

■ single-u.ser/multi-laynch 

■ multi-use r/single-lau nch 

■ multi-user/multS'launch 

If you want to share appltcadons on an AppleShare file sender, it's l^est to use multi-launch 
applications. If you aren't sure whether an application is AppleShare-aware. see the manual 
that came with the application, 
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Naming ndes 

AppkShm* file seners use the HF,S file system. The following rules apply when you name 
files and folders on a file server volume: 

■ The name can have more [liaa 31 tharactet^i. 

■ You can't use a colon (:j in the name. 

♦ Remember If you move an item from a file sen^ervolunie to a ProDOS disk, the item 
must have an acceptable ProDOS name. If you've installed die "FST: HFS" update and you 
arc moving an HFS file to an HFS partition or disk, you can use HFS naming rules, which 
are the same as AppleShare naming rules. 

If you'll be sharing items with Apple lie users on the netu'urk. however you should 
follow the ProDOS naming restrictions described in "Renaming icons/" on page "5. \t'l>en 
you drag an item from a file ser\'er volume to a local disk, you may see a dialog box 
informing you that the item's name Ls unacceptable and suggesting a new name- ♦ 



^liat you need to get started 

If your nertv'ork already includes an AppleShare file ser\^r, you only need to install soft^-are 
on the file sen'er and on your Apple IlGS startup disks to begin working with network 
services. 

If your Apple IIGS isn't connected to a net^^ork. and you want to connect to your 
nenvork, see vcuir nei^'ork administrator or refer to the LocalTaik Cabie System Oirmr's 
Cuide oTihtAppkShcif-e file SeriVi'Admiiii^lyctlor'ii Guide iwMbbk from }'u it r authorized 
service provider 

The preliminary set-up infi>i-mation in this chapter refers to ,\ppleShare file sen-er disks 
that you must have available. Tlie disk yon need depends on the setup pn.x-edures tliat 
you'll be following. 

If you're creating 3.>inch network stanup disks, you'll need the disks that came i^ith 
the Apple IlGS System 6 software, as well as a blank disk for each nert\-ork user 

In addition, if you'U be using your Apple lies with an AppieShiire file server, you must 
have the vSoft^vare that came with your AppleShare product package, 
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Using an AppleShare File Sender 

If your Apple ITgs is pan of a network, you probably have access to an AppleShare file 
ser\'er— a Macinio^ih coniputerihat \m one or more harddLsks used exclusively for storing 
and sharing information. 

If your network includes one or more AppleShare file servers, read this section ftir 
instructions on using the file ser^^en 



Copying Apple II applicarions to an AppleShare file seiner 

You copy Apple II applications lo a file server volume in the same way tfiat you copy other 
items. For instructions, see "Placing copies of files and folders on a different disk," on 
page 125. Network users who stan up ftiih a local AppleShare startup disk arc free to open 
any application lo which they have access on the file serv^er. For these users, you can store 
applications in any folder with the appropriate access privileges. 

Make sure that the applications you copy to the file server are AppleShare^aware 
applications— thjit is, applications designed specifically :o work on an AppleShare file 
server If they aren't, there may be restrictions on how^ you can use the applications on a 
network, [f you aren't sure whether iiparticularapplication is AppleShare-aware, check with 
[he softw^yre publisher t>r with youfEiuthtmed service prttvider. 

Set the access privileges so that the appropriate users will have access to applications. 
For instructions, see "Setting access privileges for a folder," on page 289. 

A Important Before yctu copy any copyrighted applications to a file sender volume, be sure 
to obtain the appropnate license from the manufacturer. Sharing appEicaticns on a file 
server without expre&s permission is a violation of copyright law. a 

When you copv' .setup files or desk accessories that will be used by those who start up over 
the network, refer to the following guidelines in deciding where on the file serx er to store 
the applications: 

■ if a seiiip file is io be shared h\ everyone, copy it into the System.Setup folder 

■ Ifd ilesk accessory is to be shared by everyone, copy it into the Desk, Aces folder. 
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■ Ifiiseiiip file oradeskaccessojyisto be used only by £m mUi idml user, copy it into 
the Setup folder inside :lie individual's folder, which is inside -a folder called User.s on 
the file seiTer startup ^'Ctlume. 

♦ Note For nctw'ork startup with a local disk, the System. Setup atid Desk.Accs folders 
^re kx-atcd on the Mtjppy di^k. For network siitrtup without a kx\A tlisk, they're kx:ated 
inside the System folda on the file ser\'er staniip volume. ♦ 

If network users will ^^tart up with w disk, you iilso need Co use the AppleShare Admin 
program to set startup a[:plicnEions for individual users, as explained in AppleSl^are 
Server Mmiimintlor's Siippkmeut for Apple If Wrkskitiam. 

Logging on to a file scitlt from the AppleShare Control Panel 

Follow these steps to log on to an AppleShare file server fr<im the AppleShare Control 
Panel: 

1 Slart up your Apple IIGS with a startup disk on which you have instaUed the 
"Network: AppleShare ' or "Network: AppleShare, 3-5" Disk" updiate. 

For instriictiuns on installint; one of the AppleShare upd:iies on a siartuptiisk, see "Installed 
networking options," on p^igc 197. 

If yoif s{coi III) from a disk thai indudes the Fmder. you see the Finder desktop. 

if you stcvt up from a disk ihat doesn't inditde the Hnder, you'll see the System 6 Pn^gram 
Launcher dialog box with a li^t of available applicatuins, Click Cancel. 

^ Choose Control i^els from the Apple menu. 

The control panel window appears on your screen. 
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open the AppkShare Control Panel icon. 

When you select the AppleShiire Control Panel, the x^ppleShare options appeif. 
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If necessary, select the zone that contams the file server you want lo log on to. 

If your network isn't divided into zones, or if the desired zone is already selected, skip to 
step 5. 

To select a zone, simply click its name in die AppleTalk Zones window. A iLst of the file 
servers in that zone appears in die ^^indow labeled "Select a file server," 

♦ By ihe way You ciin use the keyboard lo select zone or file serv^er names. Select the 
list by pressing the Tab key until a thick black border surrounds the list, Then either use the 
up or do^Ti arrows, or type the first few characiers of the name to select \l ♦ 

Click the name of a file server in the window^ labeled "Select a file server". 
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6 CUck OK. 

You see this di'Ao^ box. 



Hmt: [JirmB Baodul 

f Cninf] 1 ( M j 
[ 5» Paasword ] 



/ Specify whether you want to log on to the file server as a guest or as a registered 
user. 

■ Ifwu wain to bg on a& aguest dick the Guest button (or press Comniand-G) and then 
dick OK. 

' If you want to log on asd registered user, click the Registered user button (or press 
Comn-jand-R). type your password and then click OK. If you don't know your password, 
check with yournetwork administiaror. 

S Select the file sener volumes to which you want access. 

Tt) seieci a single lile sen-or volume, dick its name. To select additional file ser\''er volume-S, 
hold down the Command key ;is you click each :iddiiional name. (If you don't have access 
privileges for a file server volume, its name ^ill he dimmed,) 
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If you want automatic access to one or more file server volumes each time you 
start up the computer, click the check box to the right of the volume names. 

I^^o neiv' options apptur in the dialog box for selecting file server volumes. The Save My 
Name Only option is seleijted, 
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■ Ifyoit mm the computer to ask for your passtvord before logging y'ou on so the 
selected sm-er or servers each tittle you stcwl up, leave the Save My Name Only option 
selected. 

■ If you limit the computer to bypass askingfbr your password tvheii it logs^mu on to 
tfje selected server or servers each time you start up, select the Save My Name aiid 
Password option. 

Warning Choosing the second option will permit anyone who turns on your computer 
Litcess to the network and your files on the server, A. 

Click OK or press Return, 

Tile dialog box disappears and you return Tn the AppleShare Contrctl Rinel. Close the 
AppleShare Control Fanci, and then dose the Control Panels window. 

■ If you started up from a disk that Includes the Finder, the icoti of each file senrr 
volume you selected now appears on the desktop, 

■ if you started up from a disk that doesn't include the Finder, you see the names of the 
seiTr'er volumes that appear in the Program Launcher window. 
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Stiining up over the netwc^rk witliout a local disk 

The main advarnagi! of .starting up over the network without a local disk is that you don't 
need a Icxral disk drive, Your network adtniiiistrator lias stored all the nccessan'soft^'arc on 
the file ser\-er to let you start up and use your Apple IlGS The network administrator also 
selects whether you stan up with the ProDOS 8 or die GS/OS operating system . 

Follow these steps to start up over the network; 

1 Start up (or restart) the computer, 

You see a series of messages indicating that the computer is starting up over the network 
and IcMjking for hie servers, 

If your network is divided into zones^ or if there is more than one hie server on your 
network, you see a screen similar to this one. 
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[f your network isn't divided into zones and there is only one file ser\'er on the network^ 
you sec the screen shown in Step 4, Proceed m step % 
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If you want to select a new zone, press the Esc key. 

You sec this screen. 
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Thf numf <ji tfit currcni /oni^ Of your nemork is divided into zones) appears near the top 
of the screen. If ihe current zone is the r»ne you wanr— or if the network doesn t hiive 
zone*-proceed to step 4, 

Select a aew zone. 

Use the Down Arrow or Up Arrow key to higlilight the name of the desired zone, and then 
press Rerurn, 

see a file server selection screen (similar to the one in Step 1) for the new zone. 
Select a file server. 

Use the Down Arrow or Up Arrow key to highlight the name fif the file server you want to 
log on to, and then press Return. 

You see the log-on screen. The "Log on as a Registered Lfser" option should be highlighted. 
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Specif^' whether you wani to log od as a guest or as a registered user. 

■ Ifyouwanitologona^aguesl, use the Down Aitow key to hjghltghl "Log on as a 
Guest" and press Rcmrn. 

" If (be file serrer only one mhtme, you'll see the "Welcoirie to the IIGS ' screen 
while the computer bunches your startup application over the network. You're 
logged !in automatically, so you can skip the rest of this procedure. 

° IfthefiieseiTeryou selected has more them one volume, youH see the selectini^ file 
sea-er volumes screen. Go on to step 8. 

■ Ifyouwunt to logon as a registered liser, press Return \bu II be asked tosuppiyyour 
vLser name and pa.s,sword in the lower half of the screen, as shown. 

i.at at, tM SiHi-t 



Inn 



Type your user name. 

Be ^.ure to t^pe yoin' user name as it was given to you by the nem^irk administraror— though 
you don't need to worry about matching uppercise and lowercase letters, If you make a 
mistake, use the Delete key and renpe, When the na.nie is correct, pres6 Return. 



♦ Keyboard shortcuts Pressing Control-X clears the entire line; pres.sing Control-Y 
clears all characters between the in.sertion |x)int and the end of the line; pressing 
Control-R restores the previous content of the line, ♦ 



Chapter 12 Nen\'orking the Apple IlGS 



Type your password. 

As you Vfpe. asterisks appeal" in place characters so that no one can see your password 
as you type it. 

T>pe your password exactly as it was given to you by (he network adminisirator— be sure to 
match uppercase and lowercase letters. IE" you think youVe made a mistake, use tJie Delete 
key to erase the asterisks and then retype tiie password, 

^'lien the password is correct, press Return. 

If the file server has only one volunie, you see the "Welcome to the IlGs" screen while the 
computer launches your startup application over the network. You re logged on 
automatically, so you can skip step 8. 

If the file serv^er you selected has more than one volume, you see the selecting iile server 
volumes screen. Go on to step 8. 




Select the file server volumes to which you waot access. 

Thestanup volume is autopTUlicaliy selected iwiih a checkmark) and cannot be deselected. 
Your nctutjrk administrator will tell you which other volumes, if any, you need to select. 

To select a volume, press the Down Arrow to highlight the volume's name, then press the 
Left Arrow key (or Space bar) to add a checkmark. (Pressing the Left Arrow key again 
removes the checkmark.) 

^■tien all the volumes you want are selected, press Return. You see the "Welcome to the 
IlGS" screen while the computer launches your staaup applicaiif^n over the netw^ork. 
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Starting up over tlie ner^'Ork with a local disk 

If you'll be logging on with a local disk, your nei^'ork administmtor will probably create 
your startup disk for you. If you don^E have the appropriate .startup disk, check wiUi your 
adminLstrator i )v you can create such a disk by Installin^^ the 'Network: Local Startup" 
update. 

You also need to irsEike sure that your startup slot is set to the slot corresponding to the 
disk drive in which you mm the stanup disk. For instructions, refer lo Chapter 7, "Ising 
the Desktop Control Panels/' 

The process for logging on with a local disk is similar to the process for starting up over 
the net\vork without one; ht)wevGr^ it is faster than starting up o\'er the network because 
pan of the necessary' s>^ tern informatton loads from the local disk. 

Follow^ these steps to log on to tht net^^ork with a local diski 

1 Start up (or restart) the computer with your AppleShare startup disk. 

\bu see the "VCbkxime to the llGS^' screen, 

2 The process you follow depeads on what screen you see next. 

■ If you si'e fbe following screefi foJkM steps 2 through S in the pra:edtng section, 
''Starting up over the nct^vork.'^ 
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■ If ]'ou see the folioinng screen, follow stepN 5 through 8 in the preceding section^ 
"Starting up over the network." 




j\s you go ihroLigti ihe appropnaie ^leps in "Sianing up over the net^^'o^k," there will be 
slight differences in wtiai yoLi see on che screen— for example, you won t sec the message 
"Welcome to the IIGS" in step 7 or step 8— but the sequence you follow will be die same. 



Using folders on a file server volume 

Your network file server may contain a \'ast amount of information. Folders organize that 
information so that you can store, share^ and secure it in the most efficient ^^'ay 



Setting access pnMleges for a folder 

Because file ser\'er volumes represent shared storage areas. yt)u may want to set access 
privileges for your folders to make sure char only the appropriate people have access lo the 
informatics stored there. Voti can set access privileges for a folder only if you are the 
registered user who owns it or if it is owned by <A77v l'ser>. 

Vbu can use access privileges in many ways. In a school setting, for example, you might 
want to set up a "bulletin board" folder for announcements, where finly teachers can post 
announcements but where all network users can read announcements. 



L'sing folders on a file server volume 289 



In cresting customized access to a folder^ you must decide which network users (if any) 
have the following access privileges: 

■ See Ivlders: The privilege to see the Iblders (if any) in ^-our fcilder. 

■ See files: The privilege [o see, open^ and copy documents and applications (if any) in 
your folder. 

■ Make Changes; The privilege to make changes to your folder's contents, including 
removing, renaming, or deleting contents as well as adding files or folders, 

Wlien wu set access privileges for a folder, you must decide which of the following user 
categories should have each access privilege: 

■ i\obo(iy means no one has access, including you (^ilthough the owner or adniiniiitrdtor 
can change the privileges so either an get access). 

■ Owner means you (unless you transfer ownership of the folder) . 

■ Group meansany single AppleShare group the nen^'ork administrator has created; you 
can designate a group of which you are not a member. 

■ Ou'}ier& Group means you (unless you transfer ownership of the folder) and any single 
AppleShare group the network administrator has created; you can designate a group of 
v^iiich you are not a member 

■ Everyone meiins ail net^-ork user*i, including guests, 

♦ An example A teachermighi wan[ to create w Iblder where students in his or her class 
can turn in an essay. Students in the class shoukt nut be able to reati the essays that have 
been turned in, and students from other classes should not be able to add anuhing to die 
ftjider 

In creating this folder, the teacher would assign die See Folder; and See Files privileges 
to 0%'ner and the Make Changes privilege to Ow^er Group. (The teacher must also 
assl,qn a group to the folder— in this case, the group of students in the class. Because only 
the nerrs'ork administrator can create groups, the teacher skiuld first ask the administrator 
to set up the appropriate group.) ♦ 
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If you find Ehat you assign the same privileges to all or most of the folders you create, you 
can use the FolderPriv Con irol Panel to create a defeu 1 1 set of privileges that are assigned to 
aJI new folders you create. See "Setting up default folder privileges;' on page 298, 

The icon of a folder on a file server volume will look {.lilferent from icons on local disks, 
depending on what access privileges the owner of the folder has assigned you. There are 
five icoa'i used for foklert on file ser\'-er voiumes: 



A pkm folder icon (like the icon used for folders on locaJ disks) means 
that you are not the ownerof the folder but that you can open the folder. 
(In other words, you have the See Files privilege, the See Folders 
priviiege, or both.) 

A folder- icon marked with a black tab means that you can set access 
privileges for the folder's contents. The folder is owned cither by you or 
by <Any User>. 

A dimmed foMer icon means you have no access privileges for the 
contents of the folder 



A dimmed folder icon with an mrow means that you have the Make 
fiijf ; Changes privilege for the folder hut not the See Folders and Sc\* Files 
privileges. This folder is called a drop folder l>ecause you can drop olT 
documents for the owner, hut you can't open the folder to sec its 
contents. For instructions on creating a dmp folder, see "Setting up 
default folder pri\ilegci;' on page 298. 



A ditmned folder icon marked iciib a black tab means that you have no 
access privileges for the contents of the folder but ibat you or <Aiiy 
User> owns [he folder and thus can change ihe folder's access 
privileges. For more intbrmation on this type of folder see "Setting 
access privileges for a folder," on page 289. 
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'S'hen you open a folder, icons representing your access restrictions ap|>ear l3elow the [itie 
bar of the windtjw and to the left of the information about directory contents. In the 
ejcample illustration (Table 12-1). [he icons mean that the user is not allowed to see Piles, 
noL allowetl tt.> sec folders, and not ilib\^■ed to make changes. Such icons may appear 
tndividuiilly or in combination, depending on the restrictions that apply tu the folder that's 
open on the desktop. 

Table 12-1 Menu bar icons showing access privilegtfj; vou don't have 
When you sec You know that 

- Vbu can'i see ihe enclosed foJders 




Mju can'E see the enclosed files 



=□ You can't make changes li > the bk5er"s contents 
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3rd Period Class 
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Students 
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Luann 







Ron 
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Figure 12-1 Atypical hierarthyaffoldersonavolume 



Figure 12-1 shows a typical hierarchy of foldet:s on a volume, oi^anized by class. You may 
organize your folders in any way you choose. 

Follow these steps to set access privileges for a folder: 

Select the folder icon and choose Icon Info from the Special menu, or press 
Command-I. 

You see a window showing a set of spiiiil bound cards 
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Click the Access tab at the bottom of the Info notebook. 

You see rhe Access [:ard. 
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♦ Note The Access tab appears only when you se!ect a file sen'er volume or a folder on 
a file server volume and choose Icon Infc. It doesn't appear when you seleci a fiJe on ;i file 
server volume and cho<xse Icon Info, ♦ 

3 If you want to. use the pop-up menu on the left to set access privileges. 

The pop-up menu [>n)vides shortcuts for scnting access privilei;es. Pijsirion [he pointer on 
the box, and iiold dt>wn the mtnise button, A |KJp-up menu appears, lisiing the five possible 
settings. Drjg through the list until ihe setting you want is hii^hlighied, then release the 
mouse button. 

Choosinganyofthe menu items except Custom autoniatially makes appropriate access 
changes in the pop-up menus on the right The following notes explain your options: 

■ Pithiic: .MI access pnvilegL*.s are automatically set toEver>'One. Thatis, evcq-oneonthe 
ncf^^■ork can see this folder and its files, and can make changes t() them. 

- Private: All access privileges are automatically set to Owner. That is, only you can see 
thi."5 folder and its files, and can make changes to them, 

■ Drop foider: See Folders and See Files are set to O^^Tier; Make Changes Ls set to 
Everyone. A drop folder allows users to drop off documents for you. Once a document 
is dropped off, onlv you can see its icon and open it. In other wonds, 3 drop folder works 
much like a kx-kcd mailbox or a suggestion ht)x. \^''hen you see a drop folder in its 
directory window, it appears like any other kicked folder you own— that is. it has a lock 
icon to the left of its name and it has a black tab. But when other users see the folder in 
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Its directory' ftiiidow. ihe}^ see a shaded folder with an arrow pointing co it— indicating 
that it is a drop folder. 



♦ By the way Uj^ers who work \\i\h an application that has a Save or Save directory 
dialog box won't be able to use thcKc features to save a copy of a document in your drop 
folder. (To do so thev would need to liavc See Folders privilege, and the folder would no 
longer be adrop folden) Tliey must to use the Finder to drop offa copy of the dixjument. ♦ 

■ Bjf(fe(tft Board: See Fotdet^ and See Files are set tt) Eveniine: Make Changes is set to 
Owner A bulletin board folder allows any user to open and read d(.H:uments. The person 
who maintains die bulletin board folder is the only one who can make changes to the 
contents of the folder, so he or she is the only person who can post or change 
documents. Men you see a bulletin board in its directory window, it appean> like any 
other ftjlder. 

■ Cmtom: This setting doesn't provide a shortcut: it allows you to customize your 
setdngs. If \^)u won't tx^cusEomiiiing, skip tc» step 5. 

To customize !»ettiiigs, use the pop- up menus on the right to set access privileges* 

Foreach setting, position die pointer on the menu box, and hold down the mouse button. 
A pop-up menu appears, listing the five possible settings, Drag through the list until ilie 
setting you want is highlighted, then release the mouse button, 

^ Safeguarding the contents of a folder To safeguard the contents of a folder on a file 
ser\'er volume—making it impossible for anyone, including you. Eo accidentallv erase the 
information it contains, set the Make Changes pri\'jle^e to Nobody. (Before you do so, make 
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sure the folder already contains the information you want Co keep ) Note that safeguarding 
the contents cf a folder doesn't prt^vent the folder from being renamed or moved. To do 
that, ynu need to la^k the folder, a.s explained in "Ltxktng a file or folder;' on page 13L ♦ 

5 Click the appropriate button to apply the changes. 

■ IfyuK want to assign the same se! ofaccessptinleges to all the folders it itfm (his folder 
(IS w^li click the Apply to Enclased FuldLTs button. 

* ifyoi{ don't want to assign the same set of access pmilsges to alllbe folden witbln this 
fokkras welt just click tlie Apply [jutton. 

6 Close the Info window. 

Your folder now carries its ncvi access privileges. 



Trmsfcrtliig ownei'ship of a folder 

If you are the owner of a folder, you can transfer ownership to another registered user or 
to <Any User>. Once you give away o^Ticrship of a folder, only the new owner will be able 
to change the access privilege settings. 

Note that if <Am' User> is the o^Tier of a folder, any registered user can claim 
ownership of that folder Once someone claims ownership of a folder created by a guest, he 
or she will be the only person able to change the folder's access privilege settings. 

Follow Ehese steps to traasfer ownership of a folder: 

1 Open the Access card. 

For instructions, follow steps 1 and 2 on page 293 to reach the Access card screen, 

Z If you want to. make any changes to the access privileges for the folden 

For instructions, see "Setting access privileges fora folder,' on page 289. 

3 Drag across your user name to select it. 
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Tvpt the name of the registered user to whom you want to transfer ownership of 
the folder. 

If you want to give ownership of the fnlder to all nctT^'ork users, type < Any U3er> 
instead of a registered user name (or just leave the name blank). 

Click the appropriate button to apply the changes. 

■ If you iiatn to assign the same set qfcfixesspfirileges to all She folders iviShiu ibisfofder 
as well, dick [he Ap[)ly to Enclused Folders buuon. 

■ If)K)ii don't want to cissi^i the same set of access privileges to ail the folden witbin this 
folder as well, just click the Apply button. 

A dialog box appears asking you to confirm that you want to chiinge ownership of the 
folder, Click OK. 

Close the Info window. 



.^signing a group to a folder 

If wur neci\'c>rk administrator has set up groups on the network, you can assign a group to 
any ftjlder you create, Assignini? a group merely indicates what group you want to associate 
^■ith the folder— ytju still need to set iiccess privileges for the Group ( or rlic Owner & 
Group) catcT^ory befcjre members of the group have access to the ccintcnts of the folder 
\bur netwtjrk administrator may also have assigned you to a primary group— diat is, 
a group with which your folders are associated unless you specifv' other^'isc- [Primar>' 
groups are paniculariy useful when much of your work is likely to be shared by the same 
subset of network users. ) Uhen you crc"Jte a folder, the primary gamp is set as the folder s 
groy}>4iut you're free to change that designation to another group if you prefer Even 
when your primary group is associated with a folder, meniters of that group will not have 
access lo the folder unless you set access privileges accordingly. 
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Follow these steps to assign a group to a folder (or to change to a different group); 

1 Open the Access caid. 

Fur instructions^ follow steps 1 and 2 on page 296 to reach the Access card. 

2 Drag across the current group naine (if aoy) to select it. 

Or. ifthere is no grouj] niimc. click anmtere in the box to ihe right of the wovd Group to 
position the insertion point in the box. 

3 Type the new group name exactly as it was given to you by the network 
admin isu^tor. 

4 If you want to, make any changes to the access privileges for the folder. 

For instructions, see "Selling access privileges for a folder," on page 289. 

3 Click the appropriate button to apply the clianges. 

■ if)^u warn to cissign the same privileges to all the fokten wlihm Ibis folder click tiu- 
Apply to Enciused Folders button. 

• If you don't want lo assign tl)e same privileges io all ibe Jolden wiibin this folder, just 
click the Apply button. 

6 Close the Info window. 



Setting up default folder privileges 

If \DU find that you assign the same folder privileges to most of the folders you create, you 
can use the FolderPriv Contrc^l Panel to set up default privileges that will be automatically 
a-ssigned to all your new folders. Follow these steps: 

1 Choose Control Panels from the Apple menu. 

The Contnul ftrnels window appears. 
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Select the FolderPriv Control Panel, and click Open. 

It may be necessan^ to scrnll through the mlumn until the FolderPriv Control Panel is 
visible, (You an also doubleclick the icon to open it.) 

Hdi-t ZHmi i &wiTft 1 



Click in the Use Sener Defaults checkbox to deselect it. 

If you want to use the server defaults, leave the checkbox selected and close the FolderPriv 
Control Panel, 

Set your default privileges. 

To use the pop-up menus, position the pointer on the setting box, hold down the mouse 
button, and drag through the list until the desired setting is highlighted. 

For more information alx)ut the settings^ sec "Setting access privileges for a folder/' on 
page 289. 

If you want your Folders to be open to all, click in the Ouncr Ls <Any User> checkbox. 

Close the FolderPriv Control I^el and ihe Control ftinels window. 

All folders you create are automatically assif^ncd the dei^ult privileges you have set. unless 
vou assign them individually, For information ahout assigning privileges to an individual 
folder, see "Setting access privileges Ibr a folder, ' on page 289. 




FolderPriv 
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Logging off a file seiner 

You cAn log ofFa file ser^^er in four ways: 

■ (fmt slaric'd up from an AppleSijafe starmp disk itstng Ibe Finder follow rhe 
instruciions in the next section^ ^'Logging off in the Finder." 

■ If you skirted up from an AppfeShare startup disk tvitbout the fmder, follow the 
instruiiioiis in the next section, "Loggiitg off without theFindLT." 

■ If yon started np over the network (with or ivHbont a local disk}, and if the nenrork 
admimiraior ha<; iustalled the Server Quick i.ogoff pmginm, fallow the instructions 
in the section, "Logging off with Quick Logoff," on page 30L 

■ if you stalled up over the network (with or without a local di.-;k}, arid if the network 
adminisiraior has noi iristuHed the Se?ver Quick Logoff program, follow the 
instructions in the section, logging off without Quick Logoff. ' on page 301. 

Logging off in the Finder 

Follow^ these steps to log off :i file server when youVe using a Finder-based AppleShare 
startup disk: 

1 Quit the application you're using if you haven't already done jki. 

You return to the Finder desktop. 

2 Drag the icons of all file server volumes to the Tra^h. 

The icons disappear from the desktop, and you're automatically disconnected from tlie file 
server. 
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Logging off without the Finder 

There are m o ways to log off if you're using an 8O0K AppleShaie startup disk ihat doesn't 
include the Finden 

■ ifibi^ appUcation youre using allotvsyou to give an eject command, do so. 

■ ijyou cannot give an eject command, shut down your computer 

Logging off u iib Quick Logoff 

To log off without the Finder when the administrator has installed the Server Quick Ih^qS 
program, simply quit the :ipplit:ation you're using, \buVe automaticayy logged oif the hie 
server, and you return to one of the screens shown (depending on whether your network 
is divided into zcjnes and whether there is more than one file server on your network). 



FlL 


• i^'jw Lam vn m z ^^^-^^ 



















From there, you for any other registered user or guest) can logon to another file server. 
Or you can shut doi^^ the computer. 
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losing off iviibout Quick Logoff 

Follow these s[eps lo log off withttut ilie Finder when the administrator has not installed 
the Server Quick Logoff program; 

Quit the application you're using. 

Ybu iee the lo^ off screen, 



Z Press Return to accept the "Log off from file servers" option. 

You're auiomatoll}' [oggtxl o(f the file server and you return to the screen shown 
(depending on u hethtT your network is divided into -mnea and whether there Is more than 
one file serv^er on your network}. 

From there, you (or any other registered user or guest) can log on to another lile serv^er. 

♦ About the other options '["he Ketitrn to startup application" option stans up the 
cotTiputer with your stanup application, just as i/ you had logged on again. Select tliis 
option if you accidentally quit your stanup application and want to return to it. 

The Shut Down option worl<s like the Shut Down command in the Finder; it logs you 
ofFall hie seiTcrs, ejects any disks in your local disk dnvcs, and shuts down the computer. 
A message f )n the screen lets you know that it s safe to switch off the computer's power, 
and a burton on the screen gives you the option to restart, 

If someone else wants to use the computer, he or she can start up over the network by 
clicking the Restan buiton , If no one else w^ts to log on after you, switch olf (he 
computer ♦ 
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Printing over the net^^ork 



This section dcstribus tht^ printing capabilities available to you when your network includes 
a network printL-r— cither an IniiigeVi'rjter or a LaserWriter printer. 

Network printing appears mud\ the same as printing with a kical printer {n printer 
connected dirctdy to your coniputer)^ with the added advania^je tliat network u.sen> can 
share printers. 

Follow these steps to choose a nctT\'ork printer; 

1 Start up the computer with a startup disk on which you have installed the 
appropriate network printer update (AppleTalk ImageWriter, AppleTalk 
ImageWriter LQ, or LaserWriter). 

2 Choose Control i^eb from the Apple menu* 

The Control Panels window appears. 

3 Select the NetPrinter Control ^el, and click Open. 

It may be netx^ssan' to scroll through the cduinn until tlie NetPrinter Control Panel is 
visible. You can also double-click the itoti to open it, 
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4 If the preset option is not the t>'pe of printer you want, position ihe pointer on 
the setting box, hold down the mouse button, and drag Through the list until the 
correct setting is htghUghted. 

if you've installed urtly one aei^ork printer update^ you can dick OK to accept the preset 
option. 

5 if necessary, select a zone. 

If your network is divided into zones, the name oFyour zone is highlighted. If you w^dwi to 
use a printer in a different zone, simply click the n^imc nf the zone. If there are more than 
four zones in your network, you may need to scroll tlirough the window to Rnd the zone 
you want. 

6 If you selected LaserWriter in step 4, and if you're using an application that 
doesn't support the desktop interface or doesn't support the LaserWriter, click 
the ImageWriter Emulator button. 

The ImageWriter Emulator button is a\'ailable only if you selected UserWriter, 

The ImageWriter En^ulator is a program that makes it possible lo use ii LiserWriter with any 
applicaEion designed to print with an ImiigeWriter Clicking the ImageWriter Emulator 
button tells the computer to i^^tall this program in the mL'mt)ry of the LaserWriter. 

You see the message. 'Checking for presence of the ImageWriter Emulator" 

■ ([someone hiischosen ihe printer from anAlyple U computer since the prUUerwas 
kmt swiicbed on, you II see the message "The ImageWriter Emulator is already installed 
in the selected printer." Click OK in the dialog box and go on to step 8. 

■ If no one has cijoseu ihe printer from cm Apple U computer since the printer was last 
swiicbed on, ytju see the message "Downloading the emulator" When the message 
disappears, the ImageWriter Emulator has been installed on the selected printer 

8 Clo*e the NetPrinter Control F^eL 

9 Close the Control ^nels. 

You're now ready to print your document, Select Print from the File menu or follow the 
instructions that came with your application to print your document, 
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Related books and manuals 

Hie following n^aiuials from Apple Computer, Inc., provide additional informaiion abuui 
the Apple IIGS, the AppleTalk nemnrk sy-stem, and AppleShare File Server software. 

■ ThcLocalTnlk Cable Sysicm Owner's Guide provides guidelines and instructions for 
planning, setting up. and maintaining the physical connections between network 
devices on an AppleTalk nework system with LocaiTalk cables. 

■ The AppleShare Server Admwhtrator Guide explains how to set up and maintain 
a Macintosh ct>mpu[er (witti AppleShare File Server software and one or more hard 
disks) as an AppleShare file ser\tr. 

■ The AfypleSbare File Server AdminislnUor's Supplemeni for Apple U Wrkskitions 
explains special pr(x.-edures y(.)u must follow in order to give Apple li computers access 
to an AppleShare Me server. Ulien the Adniinisit^ator's Supplement makes reference to 
the AppkSbare /fes User's Guide, you should refer to the AppleTalk Nelwork User's 
Guide for the Apple Has instead. 

• AppleShare Print Server Admin fslrator's Guide explains how- to set up and 
maintain a Macinio.sh computcT (with Apj'ileShare Print Server software and one or 
more hard disks) as an A[i[ileShare prim serven ( You can use a single Macintosh 
computer as a file server and a prim sen'cr.) 

• T\\G Aristotle A^minisiraior^ Guide explains how to set up the Aristotle menu software 
on an AppleShare file server, (Aristode is sj^ecial software, designed for classroom use, 
that lets teachers determine which jipplications are available w^hen students log on to a 
file server ) 

■ The Apple If Workstation User\^ Guide explains how to use the workstadon cani and its 
accompanying s^lftware. Refer to it if you {)Ian to start up with ProDOS 8. 
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13 Troubleshooting 



This chapter helps ynu deal with the unexpected. VXlien you're using yourcnmputer, things 
may noi always happen as you expect them to. Don't tliink cifunexpecied evenus a.s 
mistakes— diink of them as It^arning opporturutlcs. The more ^idveniurous you are, tlie 
more likety you are to come across new possibilities— and to learn fconi them. 

The first section of this ckipier lists unexpected situations you may encounter w!ien trying 
to start up applicatit ins. Subsequent sections are grouped by these topics: Control Panels, 
disks and disk drives, keyboard and mouse operations, modems, monitors, neri^^orking, 
printers and printing, and staning up (or residing) the computer. Tlie Final sections 
describe a short diagnostic test you can run to make sure the computt.*r isn't faulty, and list 
additional soua^es of help if the suggestions in this chapter don't explain what happened. 

TOhin each section, specific situations are described in italic text, ^dth the likely causes and 
recommended solutions immediately following. 



Applications 



This section discusses situations that may occur when scarting up an application, using an 
application, savtnp a document, or quitting an application. Other unexpected situations 
tliat (K-'cur wiien starting up an application are covered later in this chapter in "Starting L"p," 
on page 333. 



Stalling up an application 

Here tiresome situations you might encounter when starting up an application. 

The co?nputercmftsuccessfii!ly run an applicaiion that you try to launch 
from the Ruder. 

One of the ftjik^wing may be the cause; 

■ The application is incompatible with System 6. Clieck the dealer from whom you 
purdmed the application or the applicatkins publisher If the applicotion is 
incompatible, you can still use it if you start up directly from the application disk. 

■ The application requires more memor>' than your computer has. An Apple lies with 
ROM 3 has one megabvie (MB) of randon^access memon' (RAM); an Apple ]1GS with 
ROM 01 ha^ 256 kilobytes (K) of memory; Some Apple IIG? applications require m(^re. 
You can add the necessary memory to your computer with an Ap[>le lies Memory 
Expansion Card and tme or more Apple II 2S6K Memory Expansion Kits, '["hird-party 
memory boards tiiat permit even larger amounts of RAM are available. 

• The application is incompatible with a peripheral interlace card youVe installed in your 
computer Menever to want to use the application, first use the Control Panel to 
change the setting for the slot containing the peripheriil interface card from Your Card 
to the corrcsp(>nding port. 
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You open a documenl hy doubie'CUcking, and an application other than the 
one you intended is opened. 

The Finder does not associate the document with the application. Do the folloTAing: 

■ Hold down the Option key when opening the documenl. The Finder will let \'ou select 
[he application tu kunch. 

■ Hold do^Ti bath the Option key and the Control key and tlie Finder will retain the 
association and launch the correct application the next time you open the document. 



Using an appliaition 

Every application has its own set of messages, geared toward explaining the unex^x'cted 
situations users may encounter. In many applications, the error messages are self- 
explanatory: they tell you what happenetl and what you need to do in order to continue. 
But in some applications, the messages may seem cryptic, requiring you to look up the 
meaning of the message in the manual that came with the application. 

This section lists a few unexpected situations that might occur with any application 
you're using. 

\bu can't get to the text Control Rmel menu bypressiftg Command-Control' 
Esc. 

Your application probably uses a version of ProDOS earlier than version 1.2, which doesn't 
give you access to the text Control Fane!, Have your authorized service provider upgrade 
the application to a more recent version of PaiOOS, 

The iexf Coniroi Panel menu appears imexpectedly 

Vbu tried to gel to the text Control Panel menu earlier from an application that didn't let 
you. The computer retained your ret|uesi and complied as soon as possible. Chtxjsc Quit 
from the tesi Control Panel menu. Ask your authorised service provider to upgrade the 
version of FroDOS on your application disk so you can use desk accessories with the 
application 
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\imr application works with an Apple lie but not with your Apple !!GS. 

Some applications designed to work with both the Apple lie and ihe Apple IIGS cannot 
exchange informatiun wiih the Apple IlGS ai a fasE rale. If the S^'siem Speed setting in the 
Control Panel is at Fasi, set S\^tem Speed to N'ormal and tr>' again. If that doesn't help, ask 
your authoriiced senice provider if there's a version of the application designed for the 
Apple IIGS. 

The screen fs fiitl of2*s or mmnuigless characlers. 

The application you're using was designed fnr earlier models of the Apple II family. Leave 
the application disk in tht.' disk djive. press Comniund-Comral-Esc, chootie Alternate 
Display Mode from the text Desk Accessories menu, and press Return. ^Iien you're 
finished using the application, choose Aiternaie Display Mode ag^iin ro restore the standard 
display. 



Saving a document 

In addition to reading the troubleshooting suggestions in tliis section, you ma\' need to 
consult the manual that came with your appliLati{jn for advice specific to the application, 

)bur application a^ksfov the slot anddrive of the disk wfjereyou want to 
save the docwneul, bid your drive Is connected to the disk drive port. 

Eariier models of the Apple 11 liimily difhVi have pons, so the lo^^ical way to identih- the* 
location of a disk was by slot and drive. 11* your application was desii^ncd for such a machine, 
it will probably ask you for slot and drive numbers. 

The first two 3 S-inch drives connected to the disk drive port correspond to slot 5; the 
third and ftiurth 3-5-inch drives connected to die port correspond to slot 2. The 5.2>3nch 
drives connected to the disk drive port correspond to slot 6. When you have two drives of 
the same wpu. the drive that is connected to the disk drive port is drive 1; the second drive 
is drive 2. 
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Your application sava^; everything to drive 1. bid yon waul it to save to 
drive 2. 

The LippliGUion is saving to the defeuk, nr preset, drive— [he drive it is coriRgured to use. 
Read the manua] thai came with your application to find out how to change the tlefault 
drive. Some applications have a command called Select Volume or Set Prefix that lets you 
specify the drive where you want to save documents. 

Quitting an application 

VC'lienever possible^ you should quit an application rather than just switching off die 
computer If your application dociin't liave a Qtiit command, try one of these methods. Start 
with the fii-st method in the list, itnd tr\' them in order until you ftnd ont that worLs. 

■ Press Command-Q {for Quit). 

■ Press Control-Q. 

■ Press Q. 

■ Check your application manual for other methods. 

■ Insen a different startup disk in y(>ur stanup drive and press Q^mmand-Control-Reset. 
If nctne of these metiictk works, eieci ail disks, and then switch off the computer You 
can dien restan your computer with another appiication or with your system disk. 

Control Panels 

This section discusses situations that may occur when you are working with the desktop 
Control Panels. 

A change you made in a Cotilrol Panel doesn't seem to have taken effect. 
One of [he foHowing may be the cause: 

■ If you made a change to the Slots optfons, the change doesn't take effect until you 
restart the computer. As soon as you rtsim. the new setting will be in eflect. 
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■ Ifyott made a change in RAW disk size, the change doesn'[ take effect until yuu shut 
down (he computer, switch i[ off, and then start it up again, (Or. if your computer has 
ROM 3. and if you turned on the 'Reside after reset ' option, clie changer wiJI take effect 
when you restart the contpucer with ur withtjut .switching off tfie power) 

■ In some cases, the change you make to a Control Panel doesn't take effect until you 
close [he Control Panel window. 

The Control Panels desk accessory— if any are mslallecf on the startup disk— 
isdimmedin the Apple menu, and you can't get lotbe textControl Panel 
menu hy pressing Command-Control-Esc. 

You've installed one or more system updates on the current startup disk. Until you restart 
your computer, desk accessories are not available. Click Quit, and tht^n click Restart System. 
Mien you nest see the desktop, all your desk accessories will be av-ailable to you. 

There aren't as many Printer Port or Modem Port options as you expect. 

The Primer Port and Motlem Pon options displayed in the Control Pant^l depend on the slot 
settings for Slot 1 and Skit 1, res|>ectively. If either slot is set to AppleTalk, fewer upti(jns will 
be displayed for the corres[x)nding pen. 

When using a pop-up menu to change a setting in a desktop Control Panel 
you don't see the setting you want. 

Men there are more settings in a pop-up menu than can fit on the screen at once, a black 
arrow at the top or bottom of the menu lets you know that there are more settings in that 
dtrecti{)n. Drag through the menu until the pointer reaches the arrow. More settings scroll 
into viewv Vfhen the desired .setting is highlighted, release the mouse button. 

All the Control Panel options revert to ilieir origii \al settings (the ones set at 
the factory). 

Rest* )ring the standard frequenq- settings fOption-Control-Reset. then 2) causes the 
Control Panei options to rcven to their original .settings. Reset the Control Panel options. If 
they revert to their original settings again . the computer's batten^ is running low. Have your 
authorized ser\'ice provider replace the batten.-. 
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The dock hi the Time opiioris of the Control Panel no longer keeps accurate 
time. 

The computer's batten is running low. Have your authorized service provider replace the 
battery. 

Disks and disk drives 

This section discusses situations that may occur when you work with ihe Advanced Disk 
L-tilih' or initi:i]i/:e disks in the Finder us well as other siTuarinns you m'AV encounter when 
you work with 3..>eix1i, S.25"Jnch, orhiircl disk drives. 

Advanced Disk Ljtility 

Here are some situations you may encounter while using the Advanced Disk Utiliiy, 

\bu can't ercise, initialize, orzero removable media because the appropriate 
iniitons are dimmed in the Advanced Disk Utiiit)> screen. 

One of the following may be the problem: 

■ The seleaeit media is ivrile-protecied. If you want to erase, initialise, or zero it. Follow 
these steps: 

1. Eject the media. 

The Advanced Disk L'iilic\' screen disphys the next available volume 

2. Remove the write-protection. 

For insEruction:s, see "Wte-protecting a disk," on page 94 in Chapter 4. or refer to 
the manual that came with your removable riiedia. 

3. Reinsert the media. 

'i. Click the Di-sk button until the media is selected. 

The Erase, Initialize, and Zero buttons will no longer be dimmed. 
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■ Tlje selected media is a locked partition. If you t to erase, initialize, or zero it, fol i 
che.se sieps: 

1. QuiiADU, 

2. Unlock tliL- partition. (You unlock a partition in Ehe s;ime way you unlock a file or 
folder. ForinMructions, see "UnloL'kins a fileor fotder," on page 132.) 

4. Click the Disk button until the partition is selected. 

The Erase, Initiali7e, and Zero buttons will no longer be dimmed. 

■ The selected did'- islbesiartiip dt'sk. If you want to erase, initialize^ partition, orzero the 
disk, ftjllow these scep.s: 

1. Shut down the computer. 

2. Staa up the mmputer with a different startup disk, 

3. Launch .AJ)U. 

4. Click the Disk butttjn until the disk is selected. 

The Erase. Initialize, and Zero buttons will no longer be dimmed. 

■ The selected disk is a neUeork server. Yon cannot perform operations on such a disk, 

)bu can't pariiUon a disk because the PatHikni button is dimmed. 

■ The selected disk is mi a SCSt bard disk or SCSi hard disk partition. Other t^'pe.^ of 
disks— 3.5-incli tlisks, S.2S-inch disks, RAM disks, file server volumes. non-SCSI hard 
disks— can't l>e punitioned. 

■ One or more of the paniiiom on mir SCSI hard disk could be locked Qui t .-U) L ' and 
Linkick the locked panition(s), f Vbu unlock a panition in (he same w ay yau unlock a file 
or folder For instructions, see ■■Unlocking a file or folder," un page 132.) Then start up 
ADU, ajid click the Disk button until the disk or partition is selected. 

The Partition button will no longer be dimmed. 
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Initializing a disk in the Finder 

Here is ^ siuiacion you may cnaninter wlien initializing? a disk. 

The Imtialize command is dimmed. 
Ont' of the b]](.)wing is the caujie: 

■ \hu haven't sekcled my disk icon. Select the icon of [he tli.sl< you wani to iniTiiilize, 
then L'h(H>SL' Initiuli/.e from the Dink menu. 

■ The disk you want to initialize is write protected (as indicated by the symbol of a lock 
to the left of the disk icon's name). If the disk is remo\'ahle> ejeet it, remove the write- 
protection, and reinsert the disk. (For iastructions on removing ftTite-protection, sec 
■■Write-prorectingadisk/'iin t)age9^ in Chapter 4.) Tiien select thcdiskicon and 
chot:ise Initialize fr(tm the Disk roeni]. If the disk is ;i locked partition, unlock W. { \ou 
unlock a partition in the same way you unlock a file or foldei: Forinstruciions. .see 
"L'nlocking a file or folder.'' on page 132.) 

■ Ybii'r^ trying to initiaUie a file server mhune or a disk thai can't be altered (such as a 
CD-ROM). These kindsof disks can't be initialized. 

Using 3.5-indi and disk drives 

Here are situations you might encounter when using 3,5-inch and 5.25'inch disk drives. 

The finder doesn't recognize ail ibe disk dn'res connected to the disk drive 
pott 

One of tlie following may be the cause: 

■ IJ'you hai V more than one iy^e of drii v. you've Lomiecfed tl^e drives in the mvng 
order. Apple 3.5 Drives musl come lii-st in the daisy chain, followed by UniDisk 3-5-inch 
disk drives, and then Apple 5.2'5-inch Drives. 

Shut down and swtich off the computer, wait at least It seconds, and then reconnect 
the drives in the correct order. 
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■ )m{'ve connected more drives to the disk drive port than the computer can recognize. 
( The disk drive pon can accommodate a m^iximum of m-o Apple 3.5 Drives, four 
IniDisk }S drives, and m-'o Apple i.25 Drives. But it cannot accommodaie more than 
four cli.sk tirives in all) 

ShuL down and .witch off the computer, wait at iL-ast 1 Vseconds. and remove tiie 
necessary- drives to conform vviili the configurations described above. 

■ }bu hm 'eift installed the correct dnver for your disk drive. 

L^se the Installer to add the correct driver to your stanup disk. (For instructions, see 
Chapter 2, "Using the Installer." 

■ The slot settings for slots 5 ciml 6 are set incorrectly. 

To see3.5-inch drives, make sure* that slot 5 is set to Smart Port. To see 5.254nch Llrivcs, 
make sure slot 6 is set to Disk prt. [For instructions, see Chapter 7. Dont f(5iget to 
restart the computer so that the changes you make will take effect.) 

The Finder doem i recognize all the disks imerted in ibe disk drives. 

\bu hiiven't installed the correct file svstem trimslatcir tor the disk a'ou'vc inserted. For 
ex:implc. if you insert an HFS disk witliout having inst;illed the HFS FST, the Finder won't 
recogniic your disk. 

Use the Installer to install the correct FST. (For instructions, see Chapter 2.) 

The Finder sees only 8O0K when you're using a high-density disk 

In order ta see all I A MB of your high-dcnsit}^ disks, you must connect the SuperDrive to 
the Apple 3 .5 Disk Controller Card, if the SuperDrive is connected to the port on your 
Apple llGS. onh' 8flOK will he seeji. 



Using a hard disk 

Here is an unexpected situation you might encounter when using a hard disk. 
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A bard disk Icon doem'l appear on the fimier desktop whenyoustan up the 
computer. 

One of [he following may tx! the cause: 

• "fhe hard disk or another derice on the SCSI chain, isn't switched on. In order for [he 
Finder to recDgnixe a ii:irid disk, the hard disk and all devices on the SCSI chain should 
be s^v'itched on and up to speed before you sran up (or restart) the computer. 
Switch on the hard disk, wait abt^ut 10 seconds for it to come up to speed, and then 
restyft the computer. 

■ 77;e Control Fand setting for the slot containing yottr SCSI card isn't set to \bur Card. 
Use the Control Panel to change the slot setting i<> Vbur Card. Then restart the 
computer. Wlien you see die Finder desktop, the hard disk icon should appear. 

■ You haim 'iinstatted the SCSI hard disk driver on wur^tanuj} disk ^ Use the Installer 
to aid the driver to your stiinup disk. (For instructions, sec Chapter 2,1 

■ More than one SCSI device is sei to tfje same SCSI device mtmber. Clieck the SCSI 
device numbers according to the instructions in the manual that came with the SCSI 
card. 

■ There 's only one SCSI device attached to the SCSI card, but you've used two SCSI cable 
terminators on the dei 'ice Wlien you're connecting only one SCSI device, you should 
use only one SCSI cable terminator (Note thai the .Apple High Speed SCSI card has 
built-in termination.) 

Shut down the computer .switch off the computer and the SCSI hard tiisk, wail at least 
30 seconds, and then reconnect the SCSI Ciibles and cable terminate »rs according ic the 
instructions in the majiual that came with the SCSI card. 
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Keyboard and Mouse Operations 

This section disrussL's unexpected situations that may occur when you attempt to perform 
kcytard or mouse operations, 

The Delete key doesn ) delete characters. 

Earlierniodels of the Apple 11 family didift haw a Delete key, so applicatton.s designed for 
thcni use some other key or combination of knys to deieie text, Often the Left Airow kev 
erases the text to the left of the cursor. If that doesn t work, consult the manual that came 
with your application for insir-uctions. 

The imerikm point doesn I move whenyou press the anvic keys. 

Earlier models of the Apple 11 liamily didn't have the Up .\rrow and Down Arrow keys, so 
applications designed for those machines u.se some other way of moving the insertion 
point. Many applications use the Esc (Escape) key in comi:iination with I for upj for left, K 
for right, or M for down. Coasuk the manual that came with your application for 
iasirucdons. 

The inseriion point doesn't move past the last line ofyow document. 

That's how the application is meant to work Press Return to move the insenion point 
be^'ond the last line of your document and condnue typing. 

When yon press a ky, the corresponding character appear mow than once 
on the screen. 

Set the Speed setting in the Kc\^b{>ard Control Panel of the desktop Control Panels to give 
yourself a lon^^er delay Liefore keys repeat. {\r\ tlie text Control Panel, this option is called 
Repeat SpeecL) Por information, see "KeyLxxirt.!;" on page P?. 

The application says to press a key but doesn't respond whenyou do. 
One of the following may be the cause; 

■ 7"^ keybmrd isn't pii(^ged in. Switch off the computer, wait at lea.st IS seconds, and 
then connect the keyln^ard securely to the keyboard [Xirt. 
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• If this sanation occurs immdiately up07i starting up ibe applkatioti the application 
may be one that requires you to type ei'ery thiug in uppercase letters. (Earlter models 
of the Apple n family didn't givt^ ynu the opifcn of U'ping lowercase lesters.) Press Caps 
Lock and [r>' pressing tlie key a^ain. 

The applkaiiou tells you to press the Solid Apple ke}> (also represented as the 
i ke}[}. hut there 's no such key on the keyboard. 

On some earlier models of the Apple II family, the Option key ^A as marked with tlie symbol 
of a solid apple and was called the Solid Apple key. Press Option whenever the application 
tells you to press the Solid Apple key. 

The application fells you to press the Option key in combination with other 
keys, but pressing Option doesn't work. 

In the General Control Panel, chanj^e the Tran.slaiion setting from Standard to None. 
The computer doesn't keep track of keystrokes. 

If you're using an application that was designed for the Apple He, the keyboard buffer may 
not work with your application. (Some early Apple I!e applications don't support buffering 
of keystrokes. J Deselect ihc Ke\iioard Buffering option in the Key!x)ard Control Panel 
wlienever you're using this applicadon. {For more inforniationj see "Keyboard," on 
page 179.) 

When typing in a text mode application, unexpected characters appear on 
ibe screen. 

You may have changed the Monitor or Keyboard option in the General Contn:>l Panel of the 
desktop Coiiirol Panels to a setting other than U.S A (These options are called Display 
language and Keyboard Layout in the text Control Panel ) Use either the text Control Panel 
or the desktop Control Panels t{> change the settings back to L'.SA. 
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When typing a password (or otbe}- case-sensitive material), no characters 
appear 

You are typing lowtaase characters. Pres.s theCaps Lock kt?\' and rec>'pe the characters. The 
reverse situation may also occur. If lowercase Ls rcquirtjcl, inake sure Caps Lock ii* not 
activatttl. 

Wh0i you move the mouse across the desk, the poitUer on the screen mores 
in the opposite direction. 

The mouse shouki be ptJsiEioned with the cable pointing a^^y from you. The Apple lt)g() 
shouki be tu^'ard you^ 

}&w run out of room to move the mouse on the desk before ihe pointer on the 
screen tvaches its desiinaiiori 

Lih the mituse off the desk and nitive it hack to the center of ynur work surfeice. The pointer 
won't mov'e until you put the mouse back on che desk and move it. 

If you encounter this difficulty' frequently, you may want to change the Mouse Speed 
option in ihe General Control Panel of the desktop Contml Panels. (The same optkm Ls 
called xMouse Tracking in the text Control Panel,) For more information, see ^Ke\1x)ard 
Mouse," on page 181 in Chapter 7. 

Double<ikkingdoesnl work the wa\ yon expect. 

You can adjust tlie amount of time the computer waits for the second click of a double click. 
(See "Keyboard Niouse," on paj^e IRI in Chapter for an expbnation. ] Change the Double 
Click option in the General Control Panel to a .setdng better suited to your own speed of 
double-clicking, 

The mouse won't respond. 

One of the following may be the cause; 

■ The mouse is not connected properly to the keyboard or to the mouse port, or the 
keybotmi d not comtected property to the keyboard poil. Sw itch off die computer, 
wait at least 15 seconds, and secure the ke^ixiard and mouse connections. 
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■ The- mouse port (also called ihe keylmurd port or the Apple Desktop Bus port) is not 
adh ated in the Shis options of the Control Panel Change the setting for Slot 4 from 
Your Card to Mcjusc Port as described in Chapter 1, 



Modems 

Here are some unexpected situations you might encounter when using ii modem, 

Every character appears twice on the screen a ben you're sending a message. 

Y[)ur Appit? IlGs is echoing ever)' characteryou send on the screen, and the other computer 
Ls echtMng ever\'' [:haracter it receives back lo your screen. Deselen the Echo setting in the 
communications application for in the Modem Port Control Panel). 

A line of meaningless characters appears on the screen when you send or 
receive messages over phone lines 

One of the following may be the cause: 

■ The computer on (be other end of the phone line is sending information to your 
computer in a form ]<oiir computer can't understand. If you're ir\ing to connect to 
an information service, check the materials you received From the service to see what 
specifications the other computer is using, and clieck the data bits, stop bits, and parity- 
settings in y(3ur communications tippiic^Eion and in the Modem PoiT Control Panel For 
more information, see ^'Modern Port anti Printer Port/' on pa^e IS2 in Chapcer?. 

■ The baud rate is set incorrectly in the terminal program. Follow the instructions in 
the manual that came with your terminal application and make sure that the baud rate 
entered in the appticatitjn matches the baud rate supported by your modem, 

■ Someone is tr\ ing to use another extension on tlie telepfyone line (or if your telephone 
ison a party line, someone else is trying to use the telepfyone). Ivy again when the line 
l5 available. 
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Chcmicters are lost during mformalion exchange. 
One of the followiiiti may be the cause: 

■ There 's too much noise or distottion on the phojie fines fo tmnsmit injonnation at the 
speed you're using Sign olT and fL-cstablish communicaticm. If that doesn't work, 
change a lower baud, if possible, on both the sending and the receiving end. If the 
receiving modem does not support the lower baud rate, the connection ^^^ill not be 
made; the sending modem sets the baud for the connection. 

■ Bnffenng is turned off. (This is likely to be the cause if you re losing cnly an nccasionaJ 
character. ) Turn on the Buffering i)ption in the M{)dem Port Cnntrol Panel, 

information you send through the modem doesnl appear on your screen. 

The other computer isn't echoing informiuion back to your computer as it receives it. 
probably because it's using a half-duplex nKxIcni. Turn on the Echo setting in the 
communications appiicadon (or in theMudem Pon Control Panel). 

♦ Exception Many communications applications tliat use passwords turn off the Echo 
jyetting while youVe entering your password. (That no one can watch the acreen to 
learn your password as you t)pe it,) ♦ 

l^ur commuuicaiion^ appitcailon works with a modem connected to a 
Super Serial Card but noi iviib a modem connected to the Apple Has modem 
port. 

One of the following may be the cause: 

■ The modem port is configured incorveaiy- Check the specifications in the manual that 
came with the modem and (hen use either the communications application or the 
Modem Poit Ccmtrol Panel to reconfigure the pon correctly. 

■ )bur communicaiions software works only in conjunction with a particular 
integrated circuit on the Super Serial Card. Either use a Super Serial Card or get a 
communications application designed for the Apple llGs. 
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YoH lose the connection with the remote computer or information servlce^ 

Your telephnne has a call-u-aiting feature and someone is phoning you, W^en you're ready 
to reestablish the connection, dial the temporary' cancellation cckIc for the cail-W'aiiing 
feature. One of the vvvo codes below will probably work: 

■ On mosi call-waiting systems, 1170 is the appropriate code. 

■ Dialing *70 is an aliernaiive axle to use. 

Monitors 

This section discus&es unexpected situations th^t you may encounter with your moniton 

The image on the screen is roiling or out of alignment. 

The Apple lies is sending signitls to the munttor according to the standard for most 
countries (SO henz) instead of the United States standard (60 hertz), or vice versa. Press 
Option-Control-Reset. Then press either 2 fto restore the standard L,S. setting) or 3 (to 
restore the other setting). When you reset the frequenq; liII other Control Panel options 
revert to their original settings, so you must go to the desktop Control Panels and 
reconfigure your s>i^tem to match your individu:il preferences. 

The text on the screen i^ fuzzy or unreadable. 

One of the foliowng may be the cause- 

■ The contrast is too bright or too dim. Adjust the contrast knob on ^Tiur monitor. 

■ The monitor cable /s?// propi'tiy piugged into the computer. Switch off the computer, 
wait at least 15 seconds, and tlien secure the connection. 

■ The soffirare is set incorreciiy. Change [he monitor setting to "Monochrome" in the 
Monitor Control Panel. 

• )bti're mng a composite color mcmtlor and ti^e application is dispiaying lext in (he 
80-coiumti mode. If the application gives yoif a choice between 40-column and 8Ci- 
ct^lumn display, ch(x:se 40. If the application doesn't give you a choice, change the 
Columns setting in the Control Panel to 40. 
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Text ami background colors are so similar that the text is unreadable. 

First tn' adjusting the contt^t and brighmess on your monitor. If that doesn't improve ihe 
contrast, ^^u can restore the original Control Panel settings for text and background by 
pressing Option-Control-Reset and then 2 (for tlie United Stares) or3 (forothcrcountries). 
If there still isn't enough contrast, crs' changing the Type option in the Display menu of the 
text Control Panel to Color, even ifyou're using a nionochrome monitor. 

little apples and check marks appear instead of uppercase, inverse text. 

The apples and check marb are called MouseText. MouseText ciiaracters replaced a 
redundant set ofcharacters in earlier models of the Apple II family. Olderapplicauons using 
thai ralundant character set will now display MouseText characters in place of uppercase, 
inverse text. The MouseText Lharacters don I affect the way an application works, so if they 
don't bother you, go aliead and use the application. If ihey do bother you. a.sk your 
authorizecl service provider or the manufacturer of the application if a newer versit^n of the 
application is available. 

There isni enough contrast between colors on the display. 

The application was designed for earlier models of the Apple U family. The Apple lies 
generates slightly different colors. Try changing the Type option in the Display menu of the 
text Control Panel or the Monitor Control Panel of the desktop Contrtii Panels to the 
opposite setting. (ITie display tApe doesn't have tomarch the kind of monitor you re using,) 

The screen is full of 2:^ or meani}tg!ess characters. 

The application you're using was designed for earlier models of the Apple II family. Leave 
the application disk in the disk drive, press Command-ConErol-Esc, chtxjse Alternate 
Display Mode from the classic desk accessories menu, and press Return. Miien you're 
finished using the application, choose Alternate Display Mode again to restore the standard 
display. 
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}bu can 'i get color display ei ^en though yon 're using a color monitor. 
One of the following may be the cause: 

■ The monitor is set to monochrome (dark-and-iigbt) mode. Change the switch on your 
monitor to color nitxlt. 

■ The sofiivm^ is set incorrectly. Change the monitor setting to "Color" in liie Monitor 
Control Panel, 

■ \mire usmg a composite color monitor tvitb a kwi hctsed uppHcatiOfi L'nltke RCB 
color monitons, composite monitors can't display 80-column text clearly in color mode, 
so they may switch automatically to mcmochrome mode fortext-hased applications. You 
get color display when you use graph ics-hxsed app] icaticins. 

The 40-cohmm display changes lo an 80<olumn display and cleats the 
screen ivhenyoti press Coniroi-Resef. 

You've changed the Columns option in the display Contrt>l Panel tu 80. buL the application 
you've jusi been using can display text only in the 40-column nnxlc. Pressing Control-Reset 
puts you back in the SCt-column mode. You don't need to do anvthing further unless you 
prefer the 40-column mode. (In that case, simply change the setting in the display Control 
Panel.) 



Nem^orking 

Tliis section discusses sittiaiicfns that may (xcur when you are working on a network, 
including seiup, starting up. and using an AppleShare file seiner. 

Network Setup 

if setup is nni properly accomplished, ornet^'ork i:ommunit:atiun is interrupted, you may 
encounter these situations. 
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Hjw can't find the AppieShcjre file server you want in the deskiop Control 
Panels, 

One of the fnllowing may be the cause; 

■ Alfpk'Shwe iWt insudkd on your startup disk. Add AppleShare to yt^ur startup disk 
(for instrucEions. s<?c Chapter 2, "Using ihe Installer," starting on on pEige 19) "r see 
your network administnu(jr, 

■ 7^^ computer's slot settings are mcortect in the Contmi IkiueL If your computer has 
KOM 5 . and if it's connected to the network via the printer part, Slot 1 should be .set to 
AppleTalk. If your computer is connected to the net^'ork via the mndem port, Slot 2 
should be .set to AppleTalk. It's recommended— hut not required— that you set slot 7 to 
AppieTalk a.s welL For more information, see "Activating slots and ports," on page 192 
in Chapter 

If your computer has ROM 01, and if it s ctinnected to the network via the printer port, 
Slot 1 should he set to Your Card, Slot 2 can be set to either Your Card or Modem Port, 
and Slot must be set to AppleTalk. 

If your computer has ROM 01, and if it's connected to the network via the modem port, 
Slot 1 should he set to Printer Port, Slot 2 should be set to Your Card, and Slot 7 must 
be set to AppleTalk. (Note that Sk]t 1 must not be set to Vour Card in this case.) 

■ Thf^ file server isn't selected if? (he Control Panel Follow the instructions in 'lugging 
on to a file ser\er from the AppleShare Control Panel,'' on page in Chapter 12, 

■ A lot oj people may be using the file server or tije netuwk Wait 15 or 20 seconds after 
ytm select the AppleShare icon in the Control Panel^jr after selecting a zone in die 
AppleShare options— and see if the desired file server appears in the list. 

■ Tlx; file senw has been ^but down. It is sometimes necessary' for the network 
administrator to shut down the file sender to perform certain administnativc tasks. Ask 
the administrator when the file serv^er will available again. 

■ Commumcation on ihe LocalTalk network has been interntpted. the network 
adininistrator to check for disconnected Localtilk cables between yourct)mputer and 
the file ser\er you re trying to use. 

■ 'ihe file server is in a different zone. Make sure the correct z(jne i.s selected in the 
Control Panel. 
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}bii can't fiml your zone in the Control Panel 

Comniunicaiion un ihe LMlTalk network may have been interruptetl. Ask the network 
administrator to check for disconnected LocaJTalk cables between your computer and the 
file serv'er you're tndng to u^e. 



Network, Staniag up or Logging On 

This section lists unexpected situations you may encounter when tning to st;irt up overthe 
nenvork or log on to an AppleShare file server with a stanup tiisk that doesn't include the 
Finder, 

\bu can't me cerfain features or files, or an error message refers to an 
atlempl to open a file with XDty in the pathname. 

All file .servers in your zone niEiy not have been updated with current sof[\\'are. All servers 
thai ha\'e Apple II startup service enabled should be running the same version of the .^pie 
II Setup disk; all file ser\'ers from which users stan up .should he running the same version 
of system software. Check ^-ith your network administrator to make sure the latest softw-tre 
is installed on all the file sen'en^ in the zone. 

Aithon^h aitemptin^ to staii up with PivDQS. you start up wiib GSIOS- 
One of the fo]]i.iwt[ig maybe the cause; 

■ Mi fiie servers in your zone may m^lbme been updated ivitb cum Check 
with your netw^ork administrator, 

■ In a lab situation, you may have been at a dijjereni macbine when you Jifsi selected 
to start up iviih ProDOSH. The setting is saved in the first computer's memor)' and 
doesn't afeci other machines. 

'\bu get a message saying that an application isn't a ProDOS 8 appltcation. 
.Although you selected ProDOS 8 startup, your startup application is a GS/OS application. 
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After sefeamg a startup appUcationfmrn the server's administration 
program, you start up in the tinder 

An update not intended for networking has been installed on the file server. Install the 
"Net^^ork: Sen'er Startup" update instead. 

An ermr message says thai "the user is unknown" or ""login fs disabled, " 
One of the fallowing may be the cause: 

■ The user name may tie misspelied Check with the netT\urk administrator 

■ With AppteShare ,1 ft your }yiay have exceeded (he limit for login attempts. Ask rlie 
ner^'ork administrator to re-eniible the itigin feature for you. 

Using an AppleShare file sen'cr 

Tliis seaitm lists unexpected siruarions you may encounter when trying to use an 
AppleSliare file seH'^er. 

You try to change your password, and get an unknown error 

The administrator has seta minimum number of characters for tlie password; you are trying 
to use a password that is too short. 

Although you try to eject a file server vohme (by dragging it to the Trash for 
examptel it stays mounted. 

Your application or the system lias a file open on the ser\'er vtilume Try closing documents 
or quitting the application. If you started up directly over the netw{)rk^ and youVe trying t^> 
eject your sumup vc*lume, \m have to quit the application and log olT, If the administrator 
has insialled the Sender Quick Lo^^off program, simply quit the application you re tising; 
you Ye automatically logged off the file serv^er. 

♦ Note In general, the secuntv features of AppleShare 3-0 aren't recognised bv Apple II 
nemorking soft^'are. Although the ser\'er enforces securit>' properly, misleading messages 
(or no messages at al!j may be displayed on the Apple Ugs, ♦ 



328 Chapter I.] Troubleshooting 



Printers and Printing 



This section discusses unexpected situations yoit may encounter when printing ynur 
documents. Be i^ure U) familiarize yourself wiili [he prinimg procedure for the application 
you using, 

The ptinter doesn't print. 

One of the following ml^y be the cause: 

• tfyourpnnief' has a select hutton, ii hasu'i (jeen turned oil This buttt)n determines 
whether the prinEer is accepting instruciions from the computer. (Somt'tinies you want 
ro control line feed and form feed manually; the select button lets you switch between 
manual and automatic operation.) Make sure the button is set to On and try printing 

again, 

• The printer isn't sivitched on. Switch the printer on and tn" printing again. 

■ The piimer Isn'f plugged into a power source. Make sure [he power cord is ctjnnected 
securely to the printer and that the plug is inserted fully into a grounded outlet. Then 
tn' printing again. 

■ Tije primer i.sn) properiy connected to the computer. Switch off the computer, wait at 
Ic'iist 15 seconds, and secure the connection. Then tn- printing again, 

■ The slot CO rresponding /o tfje port to which you 'i 'e connected the ptinter cable isn 't set 
to Printer. See "Slots," on page 191 in Chapter for instructions on changing the slot 
setting. 

■ The primer port (or the modem poit) isconfigured incorrectly. See "Modem Pon and 
Printer Foa/" on page 182 in Chapter 7 for instructions on ret:onfiguring the port. 

■ The correct printer and pan are not selected in the DC Printer or NetPtinfer Control 
Panels. For instructions, see "DC Printer," on page 175 in Chapter 7. 

■ Jfyou are pnniing with an interface card, the card's settings are not properiy set. See 
the manual that rame with your card 

■ The printer 's dip switch settings are not properiy sef. For in.^trucrions, .see the manual 
diat came with your printer. 
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■ )bit're usin^ the wmng kind of cable. (Different kinds of printers need different 
cables. ) Take ihe cable to your authorized Apple dealer and ask whether you need a 
different kind of cable 

If you're printing with a network printer cjr a local La^erWrster printer see the additional 
suggestions at the end of this section. 

The printer produces a line of meaningless characters ibat hear no 
resemblance to your document. 

Any of the following may be the rause: 

■ The ^rinier port (or the modem port Us conp^ured incorrea^^ See "Modem Port and 
Primer Port/' on page 182 in Chapter 7 for instrut;iions on reconfiguring the pon. 
SpeciFicaJly, check the baud rate setting; ii should be sec ro 9600 baud for the 
ImageWriter or LaserWriter printers, The correct race setting for St^'leWriter printers is 
19,200 biiud. If you're using another printer, check your nianuai for the correct baud 
rate setting. 

■ tf you are priming uitb an interface card tl^e card's settings are not properly set. See 
tlie nmuai that canie witli yourcsird. 

■ The printer cable is loose. Switch off the computer, wait at least 15 seconds, and then 
secure the connaiion. 

■ If your appfication presents yon with a list of printer types, the selected npe may not 
match your printer type. Select the correct printer type. (If your primer ripe isn't 
listed, select each ivpt in turn .and try printing. If your printer uses the same 
configuration as one of the xypes on the list, your docuinent should print successfully 
when that type is selected. ) 

The imageWriter printer produces pairs of meaningless cbaracters. 

Tlie ImageWriter printer has a built-in debug mode that prints the hexadecimal characters 
being sent from the computer. You can [ell that the printer is in debug mode if you see pairs 
of characters in the ranj^es 0-9 and A~F. When you turned on the computer, you may have 
inadverrendy pR'ssed the Select button at the same time— invoking the debug mode Turn 
the printer off and then turn it on again and be carefiil not to press the Select button. 
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)bu expec! a doaimeni to be single-spaced, but it prints with double or triple 
spacing or it prints wltb blank lines between ti^e graphics. 



EitliLT of the following may be the cause: 

■ M extra line feed is l^ing inserted by ibe appliaiiion ihe printer, or the 

Apple UdS. Starr wiih the easiest soiutiun. which is to change the application's line feed 
setting 10 Off. If that doesn't work, deselect the Add LF after CR setting in the Primer 
Phrr Control Panel of the desktop Control Panels. If neither of those suggestions solves 
The problem, turn offthe automatic line feed switch on ihe printer (For instructions on 
tur-ning offthe line feed switch on the printer consult the manual that came with your 
phnier or iisk your authorized ser\ict! provider for assistance.) 

■ ]bi('Ke ttylftg to print a document that is too wide far tlje printer to suppoft Change 
the margins of your document and tr)' again. 

Dnes are printing on top of each other 

No line feed instruction is being sent to the printer after tht.' carriage itturn instruction. 
Start with the easiest solution, which i^i to chan^^c the application's line feed setting to On. 
If that doesn't work, select the Add LF after CR setting in the Printer Pnit Control Panel of 
the desktop Control Panels. If neither of those suiyjestions solves the problem, turn on the 
automatic line feed switch on the ]:irinter For instructions on turning on the line feed switch 
on [he printer, consult the manual that came with your printer or ask your authorized 
senice provider for assistance. 

\bur computer i$ part of the AppleTalk network system, but you can't print to 
your usual network printer 

One of the following may be the cause: 

■ )bii haveu^t instailed the appropriate netivork printer up(kite on your startup 
disk See your Network Administrator 

■ After insialiing the appropriate network printer update, you removed a different 
networking update (cither another of the network printer updates or die AppleSharc 
update) from your startup disk. Rcmt)ving any nerw'orking update deletes certain files 
that all networking updates shan:. Reinstall the desired network printer update or see 
your Network Administrator 
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■ The compuler 's sJot sellings are mcorrect in the Control Ikinel If your computer is 
connected to the nei^'ork via the printer port, Slot 1 shnutd be set to AppleTalk. If \'t)ur 
computer Ls connected m the netw'ork via tlie modem port, Sltit 2 should be set t() 
Apj^leliilk. It's recommended— liut not required— that vtiu set slot 7 to AppleTalkas well. 
Fur more informiition, sec ''Activating slots and ports," on pa^e 192 in Chapter ". 

■ The printer isn 't selected in the Net Printer Control Panel (f you haven't selected a 
printer in the Net Printer Control Panel follow the instructions in Chapter 12 If you 
have seleetefi a printer but find that you can't print, someone n^iy have switched off the 
printer in the meantime, If that\s the case, switch on the printer and select it again in 
[he XciPrinter ContnJ Panel Verify selection by checking to see that the printer select 
light is on. 

■ Someone has renamed the printer Ask your network administrator and the otiier 
neavork users whether they have changed the primer's name, When you know the new 
name, use the NecPrinier Coutrol Panel, to select tlie printer by its new name, 

■ Communication on the Localidlk netivork has been interrupted. Ask the network 
administrator to check for disconnected LocalTalk tables between your computer and 
the network printer you're trying to use. 

■ The printer 's dip sit itch settings are not properly set for AppleTaik. For more 
information, check die manual that came with your printer. 

You can't prmi with a LaserWter, 

If none of die solutions given earlier in this section seems to help^ one of the following may 
be the cause: 

■ ]bi/ bai 'en 't installed the LaserWter update on your startup disk Follow the 
instructions on installing updates Chapter 2 or see your Network Aciministrator 

■ The computer 's slot settings are inconvct in the Control Panel. If your computer is 
connected to the network via the printer pon, Slot 1 should be set to AppleTaik, If your 
computer is connected to the network via the modem port, Slot I should be set lo 
AppleTaik. It's recommended— but not reqLtired— tliat you set slot 7 to AppleT;ilkas well. 
For mone information, see Activating slots and ports," in Chapter ^. 

■ 7 printer was su 'itched off and no one has installed the imageWriter Em ulator in 
the pfinter's memon since it n sn itched on again. Select the primer in the 
LaserWriter options in the Net Printer Control Fane! of the desktop Ctmtrol Panels and 
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click rhe Inia^eWrtter Emulator button, (Fdt more cletailetl instruciions» 5ee "ChcKJsing 
a network primer" in Chapter 12.) 

■ )bu dou) hai e a LocalTafk connector Itox connected to both the computer and the 
prinier. Vbu can't connect a LocalTalk caNe directly to a conifiiiter or a peripheral 
device— you nui^t atmch a conna'ior box to each di'vicc. anti then connect tlie two 
connector boxes wiih ;i LocalTalk cable. 



Starting Up 

This section dLscuHses unexpected situations you may encounter when you attempt to start 
up pur cctmputer. 

Nothing appears on the screen when you siviich on the power. 

Go through the folbwing checklist to xr\ to identify' the cause; 

1 . Check the power lights on the monitor and computErr. If they are on, the computer and 
monitor are plugged into a |y>wer source. If not, chcx'k the plugs. If you Ye using a 
power stiip, make sure it Ls plugged in and switched on. 

2. Make sure the monitor is connected to the ctimputcr. 

3. Make sure the computer is switched on, 

4. Make sure the monitor is s\^itched on. 

5. Check the monitor's contra.st and brightness settings. If you think one of tliese settings 
may be the cause, see the owner s guide that came with your monitor for instructions. 

The image on the screen is roiling or out of aiignment. 

Hold (lovvn the Option and Control keys while you press and release the Reset key (the key 
marked with a triangle). Then press 2, lliis procedure restores the standard frequency 
setting for the United States so that your monitor will receive signals from the computer 
ar the proper frequency. It also restores all die default Control Panel sctdngs, so you may 
need to go to the desktop Control Panels to ntake some changes after following this 
prficedure. 
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)biir disk dm 'e doesn V start when you sirifcb on the compuier 
One of the following miiy be thf t/ausi!: 

■ The disk drive in not comiected to ShecompNten Switch off the computer, \vai[ at least 
15 seconds, [ind check to make .sure the disk drive i;^ properly connected, 

■ Tbe Cuntwi Pme! seftifigfor (he startup slot may be incorrect. See "Changing the 
startup drive," on page 194 in Chapter 7 for more infijrmatitsn. Then use die Slots 
Control Panel to change the startup sloe as necessan'. 

The computer tries to start up using tbe "tvrong" disk 

Unless you Ve used the Control Panel to change the stanup slot, die computer will attempt 
!0 stun up frtim a disk in the disk drive connected to the hi^hest-numhered slot or 
corresponding port. 

A 5.25-inch disk drive connected to Ihe disk drive port corresponds to Slot 6. A3o-inch 
disk drive connected to the disk drive pon corresponds to Slot 5- Additionally, only Drive 
1 in any sbt can be the startup device. 

Put your startup disk in ilie disk dri\-e that the computer ts using as the startup drive. 
(Make sure that the door of any 5.2>\nc[) disk drive is open if you want to start up from a 
3.5-inch disk. ) Or change the Sianup setting in the Cojitrol Panel to correspond to the 
device you want to use as a startup drive. 

♦ Special cases \C1ien you've installed an Apple il Metriorv' Expansion Card in one of 
the ctjmputer's internal slots but you haven't c(jpicd a stanup application onto the card, 
you see a message telling you that the computer can\ start up from the memory expansion 
card, and the computer will scan the lower numbered slots for a startup disk. If it finds a 
stanup disk, it starts up fixim that disk. If it doesn't, you see the message "Check startup 
device!" 

If the stanup sloi in the Sk>ts Control Panel is set to AppleTalk bu( no startup file server 
volume is available in your zone, the c{)mputer will scan all the slots for a startup disk If it 
finds a startup disk, it stans up from that disk, If it doesn't, you see the message "Check 
stanup device!" Tliis happens either when the appropriate software has noi been installed 
on the file sender or when the file ser\'er has been shut down. ♦ 
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The compiler chesn'l recognize a UniDisk 3'5-inch drive. 
Any of the following might be tlie t'liiist.': 

■ You biiren't imtaUed tb(^ neces.mry updatifjorthe I 'niDiskdhre on your current 
skirUfpdisk. [This uptlatc may Qtit be included on other startup disks.) Dsc the 
InstaJIcr, as described in Chapter^ starling on page 19, lo install the L'niDisk update on 
each startup disk. 

■ The VniDi^k drive is comiected to a coHfroiler card sptL tJiadty desigjwd for the 
l^uiDisk drive, but the corresponding slot setting la ilie Slots Control Panel is not set 
to \bur Card. Change the slot setting to Yow Card, For more information, see 
'"Activating slots and ports." on page 192 in Cliapter 

■ The i'fu'Disk drive iscomiecled lo a disk drive coniroller card, but ilic Sysieni Speed 
option in the General Control Panel is set to Fast. Change the System Speed to Normal 
For more information, see "General," on page 176 in Chapter 7. 

The CO mputer dcmifl recognize your Apple 3^ 5 Drive. 
Either of the following mi^ht lie thL' cause: 

■ )bu've connecied ow or more VmDisk drives befot^ the Apple 35 Mve in (ijedatsy 
cbdiii of drives connected to the disk drive port. Switch off the computer, wait at least 
15 seconds, and then reconnect the disk drives so that the UniDisk drives come after all 
Apple 3-5 Drives in the chain, 

■ The Apple 3- 5 Drive is connected to ii^e disl?- drive port, fju! slot .5 is set to ^bur Card in 
the Slots Control finieL Change the Slot ^ setting to Smart Port, For more intormaiion, 
sec "Slots," on page 191 in Chapter 7, 

The computer doesn't recogtuze your Apple SuperDrire. 
Either of the following tnight be the cause: 

■ The SifperDrive is connected to ti?e Apple 3- T ControHer Ccml but Slot 5 is nol set to 
)di(r Card. Change the Slot ^ setting to Your Caj'd. For more information, sec "Slots," 
on page 191 in Chapter 7. 

■ Slot .5 is set lo Your Card, hut the Sitperi}rii 'e is } wt connected to the Apple 3 5 Controller 
Card Switch off the computer connect the SuperDrive xo the Apple 3-5 Controller 
Card, imtl restart your computer. 
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The computer doesn't recognize your Apple 5-25 Dm>e (or a disk in your 
Apple 5.25 Diive}. 

Either of the following might he the cause: 

■ The Apple SiS Drive is Cfjnnected to [iie disk drive port, bin sloi d is set to \buc Card 
in tlie Cuntrol Piind, Cliitnge the Slut scEting tu Disk Port. For more information, see 
"Slots," on page 191 in Chiipter 7. 

• If the disk drive icon appears on the desktop but the icon of the disk you inserted 
doesn't appear, dose the disk drive door, then duuble-clitk the disk drive icon to open 
It. TItc disk icon should appe^m 

Tbe computer doesn 't recognize your hard disk 
One of tlie following may he ihn cause: 

■ Tlje iiard disk isn't swHched on. In onder for the Finder to recognize a hard disk^ the 
hard disk must he switched on and up Eo speed before you start up [or restart) the 
computer. 

Switch cn [he hard disk, wait atxmt Kl seconds for it to come up to speed, and ttien 
l esiai t the computer 

■ )bii havmi instated tbe aea's^ary SCSI hard disk update on your current siariup 
disk. O'his update may not Ix- includetl on otlier startup disk;;, ) Use the Installer, as 
described in Chapter 2, to install the SCSI hard disk update on each startup disk. 

■ The Control hmd settiiigfor the slot cofUmiifigwurSCSi card isn't set io ibur Card. 

Use the SloLs Control Panel to change tlie slot setting tu Your Card, [See "Slots," on 
page 191 in Cliapter Then restart the comptiten ^X■^nen you see the Finder desktop, 
the hard disk icon should appear. 

■ More than one SCSI device in set to tbe same SCSI device number For fnstiuctions on 
setting SCSI numbers, see the hard^^are manual that came with your computer. 

■ Tbe connection w not properly terminated. Fttr instructions on proper connection, 
see [he nuinuals tku came with your hard disk and yiJurSCSI card. Keep in mind, for 
example, that the Apple U High-Speed SCSI Card has huilt-in turminatH>n. 
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}bu see only a square bracket and the fyisertiou point. 
One of tht following is probably tht^ cause: 

■ In tryingto restart (be computer by pressing Command-Control-Reseu you released 
Commaml md Conlroi too sourt after pressfng and releasing Reset. Tn- again, being 
sure to follow thesL' steps: 

1. Hold down Command and Control. 

2. Widiout releasing Ccimmand or Control, press and then release Reset. 

3- VCIien you hear a beep (or, if the volume level is turned all the way down in the 
Control Panel, when the ."icreen's border flashes), release Command and Control, 

■ Tk' program on the disk isn't seffsiarting. You're most likely to run into this situation 
if you Ye using programs written by friend-s. acquired through a user group, or copied 

from a bulletin board. Try n^plng PK# (the blank space being the slot number which 

you have set foryourstanupdi.sk) and press Return. If that doesn't work iisk the person 
who gave you the application how to start it. 

The computer begins to start up, but fails; you see an error message oraheep 
indiaiimg failure. 

If you recently added any desk accessories or setup files (INITs). restart the computer and 
hold down the Shift key until you see the message 'No Inits/DAs." In the Finder, remove 
the recently added desk accessories or setup files, 
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If you think there's a serious problem 



If YQu\c having a problem that you haven't been able to s<Dlve with any of the suggestions 
in this chapter,, tn' rt'pe:itin^^ whatever you went: doing and see if the same thing liappens 
again, \bu may simply h:ive made a keystroke or mouse movemeat without realising il. 

If the same thini; happens when you repeat the same .steps, y<ju ma\ want to a short 
diagnostic test to make sure there bn t a serious problem with your computer 

A Important If you have t:hanged any settings in the Control Panels (as explained in 

Chapter 7, "Using the Desktop Control Panels." on page 171), ihey v>n\\ be restored to the 
original .settings— the ones set ai the facton-— when you run the diagnostic test. You must 
rettirn to the desktop Control Panels if you want to change them back, 

Follow these steps to run the diagnostic test: 

L With the power on, hold dow n the Ccjmmand, Control and Option keys while you press 
and release the Reset key, 

Or, if the power i.s off, simply hold down Command and Option while you switch on the 
computer's powder 

2. Wait for a message on the screen gi\ing the results of the lest. 

After al")ou( 5"^ seconds you should see the message "System Good " If y()u see the 
message "System Bad" followed by a string of letters, make a note of [he letters and 
contact your authorized Apple senice provider 

3. If your s>^tem is good, restart your computer. 

Insert a .startup disk in your startup drive, then hold down Command and Control while 
you press and release Reset. 
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If you need more help 



If this chapter hasn't provided an explanation for an unexpected situation or wnt, there 
are a number of places you can lurn for more information. 

Often tlie liesi source of help is another Apple II user. If you knttw people who have had 
a lot uf experience wtlli Apple 11 computers, checl^ with iliem to see if they can explain what 
TOu're experiencing, (A good way to meet other Apple LI users is through an Apple user 
group.) 

Your authorized Apple service pro\ider should also be able to answer mast questions 
you have about the Apple IlGS. 



■ 
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Appendix: System iMessages 



This appendix helps you deal with the unexpected messages yuu may encounter whik 
using your computer. Things may not always happen as you expea them to. but the 
messages here and their explanations should help you to use your Apple IlGS computer 
more effectively. 

This ciiapter is arranged alphabetically according to the actual screen message. You can also 
refer to the Troubleshooting chapter stanin^j on page 307, if you need more help. 

U'iihin each section, the text of the messages are described in italicized text, with the likely 
cau&es and recummendetl solutions inintediaiely following. 
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"Access e7Tor. Cannoi cbangefile. " 

^■licn yoii Ye insE:i3lin|j m update tin a file server volume, you don't have the Make Changes 
privilege fur the file ,'ierv'er volume or the System folder on ihe file sener volume. Or, if 
you're insialling application update in a folder, you don't have privileges for Che folder. 
If yciu re the nmork administrator, log on and install the update; otherwise, ask the 
administrator to install the Lipdate forvoii. 

"Access not allowecV 

The file ^en-er will not be recognized if you hiive no privileges. The fokler \\\\\ be dimmed 
if you don't have access. 

^'Aii appfkatiou can't he foimd for this document, " 

You tried co open a document, iDUt the Finder is unable to dissociate the document with any 
applica^tion. Click OK. To open this document, you must open the application used to create 
it, Double-click the application icon, and then open the document Itom within the 
application. 

"All update has altered system files on the startup disk \bu cannot ciuit ihe 
butalkr without restarting your system. " 

'^'''hen you clEck Quit in the Installer. yoLiVe installed one or more system updttes on the 
current startup tlisk. In order for the computer to reiognize tiiose updates durint^ the 
current work session, you must restart the ctmiputer. Click the Kesran System button, ITie 
computer restaas from the current stanup disk, and in a few moments you return to the 
Finder desktop. 

If you inadvenently installed a system update on the current stanup disk and you ft-ant 
to remov'e it before pr( iceeiling, click Cancel. Theai select rhe name of the unwanted system 
update in the v^-intliw on the left and click Remove, Tlie Instatler removes tlie update from 
the current startup disk. ^Iien you quit the histailer, you see the iame message alerting you 
that the Installer has altered system files on the current startup disk. Cli^k Restart System, 
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[mportant Rctiioving an update that youVe insialled is not always the same as not having 
installed it in the first plaice, ^'lien you install thcr "Network: AppleShare 3-5" Disk" update, 
for example, there isn^i rtx>m for all system files, so tiie Installer creates :m abbtieviated 
version by removing certain files. Subsequently renx>ving the AppieSliare Disk 
update cannot reinstate tlie files that have been deleted-it can tmly remove the files that 
have been added. A 

"AppIeShare.F!^m}itiresAppleS^^^^^ Please enable AppIeTalk in ibe Control 
Panel insUiK AppleSbare on the boot disk and re-hooi ibe sy-stem^ " 

^"hen you start up (or boot) die computer, one of the following is the cause t)f this message: 

■ The slot settings in the Control Panel are not set up for access to the x^ppleTalk network 
system. Press Return to continue siartiny up. Ulien the computer finishes staning up, 
use tlie Slots Control Panel to change the appropriate slot settings, 

If vtmr eomputer is connected to the network via the printer port, Slot 1 should be set 
to AppleTiilk. If your computer is connec ted to the network via the modem port, Slot 2 
should be set to AppleTalk, For more information, see "Activating slots and ports,"' on 
page 192 in Chapter 7. 

■ If you're starting up over the netw ork (rather than from a local disk) . make sure of the 
following: 

c If your computer has KOM 01 the following slot settings apply: 

If your computer is connected to the network via the printer port, Slot 1 should be 
set to YoLirCard. If yourcomputer is connected to the network via the modem port, 
Slot I should be set to Pnnter Pon, Slot 2 should be set to V(nir Card, and Slot 7 
should be set to j\ppleTalk. 

c If your computer has ROM 3, it is recommended— but not required— diat Slot 7 be 
set to AppleTalk. 

Wher: you restan the computer after changing the slot settings, you shouldn't see the 
message again. 

■ Some of [he AppleTalk or A[)pleSh:ire files are missing from the current startup disk, 
Press Return to continue starting up. Ttien use the Installer to reinstall the networking 
updates you need- See Chapter 12, "Networking the Apple LiGS." starting on page 271 
for more information. 
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If you re iiiilallinj^ <]n a 3.5-inch disk, install "Net^'ork; AppleShare, 3.5" Disk" and— if 
you want t(>-t)nc network printer upchue. If you're iastailing on a hard disk, install 
AppIeShare and js manv netwiirk priniLTupdatLS as you wiint. Then quit tt^e Installer 
and (.-lick Restart System in the dialog |5!,)X that appeals, ■ftlicn ihe computer I'esrarts this 
lime, you stiuuldn't see tlie message again. 



Xmff locale TRliVTER A'Al//:"" when you send a document to be primed. 

Open the Control I'anels under the Ajipte menu, Then open eitlier the DC Printer or Nei 
Printer Control Panel and verify' that the printer seEiin^^s are carreci. The printer may not be 
tLirned on, If you are working on a network there may be network problems^ contact your 
network administraton 

Xarmot load file SlwtaS.OS. " 
One of the f{)llovving is the cause: 

■ You don't have the See Files or See Foldenj privilege for the System folder on the file 
server "s startup volume. Ask the network administrattir to give those privileges tc 
everv'one on the network. 

■ The Ser\''er Network Startup update \m not been installed (>n the startup volume of the 
file server .^sk the network administrator to install this update. 

■ TheSiart.GS.OSfileis mn present, Ask the netwjrk administrator to reinstall the system 
software, 

"Check sumip devicer 

This message appears whenever the computer can t find the system software necessary to 
start up the computer xAjiy ofthe following t:on!d be the Lmse: 

■ There's m disk in the staritip disk drive. Put a startup disk in the drive and press 
Command'Conirol-Resel (be sure to hold down the Command and Control keys before 
pressing Reset) to restart your computer with tliestanup application on that disk, {if 
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you don't remember which drive is your startup drive, see Identifying Yuur St^irtup 
Drive'' in the manual that canic^ith your Apple 1IG50 

■ Tlyere'sa iiotistmiup disk in the stmlup drive Eject the disk, insert a startup disk in its 
place, and press CommLind-Ctintrol-Resei to restart the computer with the application 
on (he new startup disk. (If you {.hn i remember which drive is ytjur startup drive, see 
"Identif\'ing VourStanup Drive" in the manual that came withynuf Apple ILGS.} 

■ The Control Fwiels settifigfor the startup slot is incorrect- See "Changing the startup 
drive," on page 194 in Chapter T' for more inforn\atioa Then use the Slots Control Panel 
to change the sianup slot as neces.sar\'. 

Tliis message can also appear when y()u tr^' to start up from the RAiM disk .^though it's 
possible to start up from a KKM disk lassun^ing you're not starting up ''cold." after having 
switched iiffthe computer), the amount of memory- R-'quired by the GS./OS operating 
system usually makes this iiietiiod ofstaning up impraLiicable. 

Xompleleiy replace ibe cotmits of VESim/'fON DISK (NAME] ' with the 
contents of 'SOURCE DISK [NAilEj ?" 

This message doesn't indicate any problem— it's only to confirm that you want to enise 
ever^^ing on the destination disk uhe disk that you're copying onto) and replace it with 
the contents of the source disk (the disk that you're copying from). If that's what you 
intended, click OK. Otherwise, dick Cancel. 

Xoniact the network administrator. An error occurred fmnicbin^ ibe 
staifitp patfx " 

You probably doii't have (he appropriate access pri\aleges to launch the stanup application. 

Make a note of the startup pathname given in the message, and then ask the network 
administrjior to make sure you have the proper access pri\ileges, 

"Cotiiact the network administrator This path does not contain a ProDOSH 
startup application: ( pathname f 

Yourcomputer is set to start up with ProDOS, but your startup application is not a ProDOS 
8 application, The network administrator can set up the applicatitm properly or use the 
Network Control Panel E{) make your computer start up with GS/OS. 



c 345 



Xontact Ihe network admuuslmtor. Thissktflup path was not found. " 

The pathname of your startup application is incorrect. Either one nr more names within the 
pathname have changed, or the access privileges to the file sender volume ur one of the 
folders have changed. 

Make a note of the stanup pathname given in the message, and then ask the nen^'ork 
administrator to set your startup application again. 



'Verke ivrite-prolecied " 

^■1ien a disk is writc-protected, vdu can t make any changes to it, Remove the write- 
protection or use a different di??k to save your document. If the manulactut^r write- 
protected tiiis disk. y()u probably shouldn t save ttocuments on it, 

Depending on the action you're tr>ing to take, you may be offered an opponunit\^ to 
ivy [he aeticin again. For example, when you try- to copy hies to a write-protected disk, you 
see a dialog box that allows you to remove write^protection and then click Try .^ain. 

For instructions on removing write-protcction, see 'TOte-protectingadisk.'on page 94 
in Chapter 

''Disk Directory Full. " 

Tlie disk on which you're tryiny to install an update already has tlie Pri>I)OS S fiiaximum of 
51 items in the main directory. This situation can (x:cLif either when you're trying to install 
an application update in the main (.lirectur}' (ir when you're trying to install a system update 
and the disk doesn t already include a System folder. 

Click OK. If you were trying to install an application Ujxlate. vou mav want to install the 
update in a folder, If you w ere ir\-injj to install a system u[xlate. you must return to the 
Finder and either discard :k least one item from the disk or nest at least one item within a 
folder. Then run the Installer again and install the desired update. 
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Mien creatinga nt^w folder in which ro instaJI an ap[]licatiun update, you dun't liave enough 
room on the disk to accommodate the new folder. Either use another disk ur cnsate space 
on this disk. (Tn create space, quit the Installer and use the Finder to copy hltrs to another 
disk, drag files you no longer need on this disk into the TriLsh. and chtxise Empty Trash from 
the Speciiil menu.) 

If you want to know^ how much room is available on :\ disk and how much room a folder or 
hie takes np, quit the Inj^taller, After staaing up with a disk that includes the Finder, select 
the desired disk, folder, or file icon and choose Icon info from the Special menu. The size 
information you see depcntis on what tvpe of icon you selected. 

■ ff yrni selecied a disk icon the Size line on the General card shows the amount of space 
used and the amount of space available on the tiisk. 

■ // you selected a folder icon the Si^e line on the General card shows the message "use 
calculate icon. . ." Click the icon of a calculator at the lower-right comer of the General 
card. In a moment, the Size line shows the amount of space the folder's contents take 
up on the disk, both in b>tes and in kilobytes (K). 

«* ifyoii selected a file icon the Siy;e line on the General card shows the amount of space 
the file takes up on the disk, in both bnes and kilobytes (K). 

"Disk icons cant be dragged wUbfile or folder icons for ibis operation. " 

When dragging icons to copy them, you tried tu drag a disk icon and a file or folder icon at 
the same time. To perform this operation, you can drag either disk icons or file and folder 
icons, but not btJth siniLilianetiusly. 

Click anvTA'here on the Finder desktop to deselect all selected icons. Then Er\' again, 

"Duplicate filemme. " 

V(^en you try to save a document on a disk, you tried to use a name that you've already 
used fora document on dial disk. Jf the version you're trying to save is a revised version of 
the one that's already on the disk, and you want the revised version to replace the older 
version, then confirm that you want to replace the existing document. But if you used a 
duplicate name by mistake and want to retain the original document, give the new 
document a different name and repeat the save procedure. 
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Error message numbered $0044. $0046. or$004E. 

Errurs 500-H and S00h6 indicaEe thai file was not found either because you don't have the 
proper access privileges on a network volume (ask the nem^ork administracor to give you 
the necessar>' privileges), or because some suft^'are is mis.sing from ner^vork or non- 
network disks {jry reinstalling software). 

Error messtige SOO4E indicates access denied, usually liecause access privileges are not 
set correctly. It c:m also wcur because a file on a nera-ork or non-network disk was locked 
or already opened by some other program. 

Error message mnnbered $0201-out of memory. 

You have used all of the a\^ilable memory. Try starting up without setup (initialization) files; 
you can bypass them by starting up while pressing the Shift key> If the problem persists, try 
redudn^c; RAM disk size, removing onneetleti drivers, desk accessories, setup files, or file 
system [ranslators. \ou can also expand the memory size ofyour computer if removing 
items is not feasible. If yrju decide to remo\'e setup files, remove only those that vou have 
installed. The system requires the following hies: TS2, TS3, Tool.Setup, Resource.xMgr, and 
Sys.Kesources. 



"GS/OScaif! readlhisdhk (in device [.DB^ICENAMFJi Do you wanl to 
initialize it?'' 

You've inserted a blank disk that has never been iniiialiiied ora disk that Ls damaged. If you 
want to initialize the disk, click Continue. Otherwise, dick Eject. (If you decide not to 
iniliali:;e a 5.2>inch disk. OjX-n the disk drive door and remove the disk after you have 
clicked Eject,) 
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'VS/OSdoes ml recognize the file mieyn on ihis disk (in device 
[ DFMCENAMEj) Do you want to initialize itr 

You've inserted a disk that wiis initia!i;^ed for an operating s^^tem that GS/OS can't 
recognize, or a disk m which the directory is dania^t^d. If pu want to erase everything cn 
the disk and initializu it, click Continue, Olhenvise, dick Ejt:ct. (If you decide not to initiilize 
a 5.25-inch disk, open the disk drive door and remove the diskafteryou have clicked Eject.) 



I J, K, L, M, N,0 

'WErvoK" 

1/0 stands for input/output. The computer is having trouble exchanging information with 
a peripheral de^dce. usudly a disk drive, Ajiv of the folkming might l)e the cause: 

■ The disk drive door of a \2yinch drive is open. Shut ihc door and try' again. 

■ The printer or disk dure isn't plugged in or i^as a loose comection Switch off the 
computer, wait at least 15 seconds, and check lo see that all devices are connected 
securely. 

■ \btt may mt kwe inserted ihe correcl disi?. inject the disk to make sure it's die correct 
one. If it s not. insen the correct di^k iind repeat what yoLi were doing just prior to 
seeing the error message. 

■ \bit} diskdrive is connected to a card in ^iot i J, or J andtheSystem Speedoptmn is 
set to Fast in ii?e Control Panel. Software designed for earlier models of the Apple 11 
fiimily requires that Disk 11 comr(5iler cards be in slots 4, 5, 6, or ^ or that System Speed 
be set to Normal. Either switch the System Speed setting to Normal or connect your 
diskdrive to slot i, 5, b.or'^. 

■ .4 disk max he physiadiy damaged, or its file system may he corrupted. Copy files to 
another tlisk i copy ihem file-by-file rather dnan l)y drugging the disk icon to another 
disk) and ilien diMi'ard the damaged disk. 
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Illegal filename. " 

yuu try in save a dtKunient on a disk> filename refers lo ihe name of your doiumL-nt. 
An illcga] filename is one [hat doesn't conform co ihe application'^^ rules or the ruli^s d the 
file system. In most cases, the system prompts you to rename correctly by stating naming 
conventions. Dilferent applications have different requirements, but you sh<.)ufdn't have 
any prt>blem if you use [i filename that stans with a leuer, has 15 cliaracters or fewer ^nci 
uses only ieuer.s, numbers, and peritxis, 

'InHiailzaiion faffed. " 

"ybur disk is probably damaged. Click OK. Then discard the disk, insert another dLsk, and tr>^ 
again. 

''Iniitalization fiukil! There was an error trying to initialize ihe partition. ' 

"S'Tien partitioning a haal disk, you may be using defecri\'e media or li defective device. Ivy 
another piece of media. If you continue to receive the error niessage, hard format your disk 
drive by rnitiali^^ing it via [he Finder or the Advanced Disk I'lility. If you stil! have the 
problem, take your drive to an at.ithori/ed serv'ice provider. 

VnitiaHzadoH aftl)e disk 'DISK NAME' has been canceled It will not be 
displayed in the Finder ^ 

^■Tien pjinitioning a SCSI hard disk, you clicked Cancel in the Initialize dialog box for the 
panition. The hard disk has l>een partitioned but this partition hasn t been initialised. Use 
the Advanced Di.sk IJtility to inilistee the partition, as explained in "Initializing, ' on 
page 225 in Chapter 9, 

'Insert Disk; <any disk name> 
One cjf the following is the cause: 

■ The disk mimed in ihe message isnt Ui a disis drive. If you're installing with only one 
disk drive, you1l sec these messages frequently during the installation process. If youVe 
installing w ith nvt] disk drives, you 11 see these messages occasionally during the 
installation process. 
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Eject a disk from a disk drive, insert the disk namtxl in the niessage. The instiilla[ion 
prcxeeds. 

■ The (hsk named in the message is in a disk drive but has been renamed. XChen thev Ye 
being used a.s the source of updates, the ins[^lb[ion disks must bt named as supplied 
hy Apple. If they aren't, (he Installer doesn't itnow where to look for the necessar}^ files. 

Click Cancel, Then dick Quit (or choose Quit from the File menu) tt>quit the Ins[all£rr. 
When you return to the Finder desktop, rcniinic the necessary souivi.' disk kom. Then 
run the Installer again anti install the neccs.sar>' upilatcs. The message should not 
appear again except when the computer is prompting you to s^-ap disks. 

♦ Tip if you have a two-drive systetn , installation will proceed faster if ytJU eject the 
system disk or the system tools disk and leave the disk you're updating in a disk drive. ♦ 

Invalid Palbname Syntax. " 

W'hen creating a new folder in which to install an application update, you provided a folder 
name that doesn t conform to the naming rules for the file system. Click OK, and then 
provide a valid name. (Tor information on naming rules, see "Renaming icons,'' on page 75 
in Chapter 30 



"SCSI del ice requires a driver. Please install the SCSI diiver on boot disk and 
re4K)ot s)'stenj " 

Wlien starting up the computer, the current startup disk (or boot disk, in computer jai|ion) 
doesn't include the SCSI Fktrd Disk ufxlate. Pres.s Return to continue starting up. 'Wlien the 
computer linislies starting up, use the Installer to add the SCSI Hard Disk update tt.i the 
current startup disk. (For instructions on using the Installer, see Chapter 2 starting on 
page 19 of this manual.} 

^"hcn you quit the Installer, a dialog appears letting you know that you must restart 
(or re-boot, in computer jargon) the computei; Click Restart System, In a few moments you 
see the Finder desktop, and the computer recognizes your hard disk. 
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"SynicLX Error. " 

This iiajJi-'ncral-purposL' mcssiige indicarin^j thai [he compurerdidn t Linderstand the last 
BASIC language instruciion it tried to pL-rform. Chet^k your typing. Sometimes you see this 
mtssagL' when you type something in lowercase letters and the application expects it in 
upperca*>e letters. Try pressing Caps Lock and typing yiiur entry again. 

""System error $0201 occurred, " 

The system ha.s run out [)f available niemor>'. This can be caused by attempting to bg on to 
a neCT^'ork wth insufficient memory or by setting the RA.M disk [o too large a size. 

If you get this message while trying to open the AppleSliare Control Panel, you don't have 
enough memor^'. Tr>^ the following: 

■ Close some windows. 

■ Stan up while holding down the Shift key (bspassing setup files). 

■ Remove some initialisation files or desk accessories. Remove only setup files that you 
have installed. The system requires the folkming files: TS2, TS3. Totjl.Setup, 
Resource.Mgr. and Svs.RL*source.s, 

■ Install m(]re memory. 

If )T)uVe set the RAiM disk size too large, the amount of niemon: allocated doesn*t leave 
enough memor)> available for the applicaEKin you Ye trying to run. If the message appears 
when you Ye .starting up with a Finder-based startup disk, there isn't enough available 
memory' to run the Finder 

If necessan-, press Return, Then press Command-Control-Esc to go to the Desk 
Accessories menu. ( You may need to press Command-Control-Reset before you re able to 
press Command-Control-Ese.) From there, usethe text Ctinirol Panel to reduce the size of 
your RAA'i disk so that enough memoiy will he available ftir the application you re trying to 
use, {?or instructions, see the manual that came with your computer.) 
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'The application APPLICATION NAME^ can't be Joumifor this documenl " 

The Finder is able to associate the dwument with an applicatinn but is unable to find rhai 
application. Click the Locate batton to direct the system to the iocatian of the application. 

Also, clieck to make sure you liave inserted the disk that contains the application. If tiie 
application is on a 5.25-inch disk, make sure tlie disk drive door us clased. Then click Tr)' 
Again, 

If you know you don't have the application on a disl<. click Cancel If the application has 
been renamed or moved to a different disk or folder, click Cancel, open the appliciition 
icon, and then open tlie documt:nt from within the application. 

'The attempted conuectiou to the server's volume has, failed. " 

You don't liave access to one of the file server volumes you tried to connect to. Ask the 
net^'ork administrator to give you the necessary access privileges for that volume, or log on 
to a different volume. 

"The changes to some folders could not he applied (access privileges error). " 

You clicked Apply to Enclosed Folders but you don t own one or more folders imside the 
selected folder- 
Click OK. Then click the Apply button if you want to apply the new access privileges to 
the volume. If you want to change the privileges for enclosed folders that you own, select 
each folder separately and change the privileges. For instructions, see "Setting access 
privileges for a folder/' on page 289 in Chapter 12. 

"The disk 'DISK NAME' is urife-prvieaed " 

You can't copy anything to the destinaiiiin disk if it's write-protened, If you want to 
continue with the copying prwedure. eject the write- protectcxi disk, remove the wriie- 
proteciioii. reinsert the disk, and click Try Again. Otherftdse, click Cancel. 

For instructions on removing write-proteciioii.see "Wrire-protectingadLsk/'on page 94 
in Chapter 4. 
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"The disk VM NA\IE ' may be damaged. " 

Click OK, Reinsert [he disk and try iriiiiali^ing again. If you get the same niL'ssagc, disaird 
the disk, insert another disk, and rry inilializing. 

"The disk directory is fid!. Ccuft complete this operation. " 

You already have a total of 51 files or folders in the main (disk) directory, the maximum 
number that ProE>OS allows. Movt- some files into folders, drag files and folders you don't 
need into the Trash, or copy some files and folders onto another disk and then remove 
them from this disk 

♦ Note ^'Tien "SavL- Finder informatiO'n onto disk" is selected in the Preferences dialog 
box. die Finder maintains three (nurniiiEly invisible) files in thediskdirector^^of anystartup 
disk, These files ct>iitain inffjrmatiun of use only to ihe Finder When "Hitle invisible files" 
is Jielected in the Preferences dialog box. the Finder shows two fewer items in the disk 
director^' than are actually there. In that case, the disk director^' is full when 49 items appear 
in the difKCiory. Also, the item count d(Xis not include items that are on die desktop. ♦ 

lie disk if J device l^DHViCHNAMHj appears to be in (FM FORMAT}. A (FILE 
FORMAT] File System Translator is required to use tins disk" 

YouVe inserted a disk for which the system has no file system translator installed, The 
s>'Stcm tries to identif}'' the file format as best it can. 

Do not click Initialize unless you are willing to lose the contents of the disk. 

If the disk you inserted is an application disk that uses the Pascal or Apple II DOS 33 
operating sv'stem, you can still use the application if you follow these steps: 

1. Click Ejeci. 

2. Choose Shut Down from the Special menu of the Finder You see a dialog box listing the 
shutdown options. Turn oFF system power" should be selected. 

3- Click OK or press Return. The computer shuts down, and any disks you were using are 
ejected- 

4. Reinsert the application disk in the startup drive. 

5. Click Restan. The application opens. 
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W'hen appropnate, you can also iniitall one of the FSTs in }TJur system. Sec Chapter 2, "Using 
the Installer," siarting on page 19 for more inftjrmation on installing the appn]priate FSTs. 

"The disk fs full Can't complete ibis operation. " 

When you're trying to copy folders or Hies to tht RAM disk, there isn't enough memory 
allocated to the KAiM disk to contain the [[cms you're tryini^ \o copy. Click Cancel. Then, if 
you want to, increa^^e [he si^e uftlie RAiM disk to accommodate the items, (For instructions, 
see "^Setting K\U disk size,"" on page 111 in Chapters.) 

When working with files and folders, you have run out of room on this disk. Either use 
another disk or create space on this disk. {Tu create space, copy hies to another disk, then 
drag files you no longer need on this disk into l^e Trash and choose Empt)' Trash faim the 
Special menu. ) 

If you want to know how much room is available on a disk and how much room a folder 
or file takes up. select the disk, folder, tjr file icon ,and choose Icon Info from the Special 
menu. The size information you see depends on what f\ pe of icon you selected. 

■ If you selecteda disk icon, the Size line on tlie General card shows the amount of space 
used and the amount of space available on the disk. 

■ If you selected a faider icoTi, the Si^e line on the General card shows the message "use 
calculate icon . . ," Click the icon oFa calculator at the lower-right corner of the General 
card. In a moment, [he Si;^e line shows the amount of space the folder's contents take 
up on the disk, both in bytes and in kilobytes (K). 

■ Jfyou selected a file icon, the Size line on the Genenil card shows die amount of space 
tiie file takes up on the disk, boili in bytes and in kilobytes (Kj . 

""The file/folder TILE NAME' already t'xisis and is locked (or contains items 
that are lodged). Replace it anyway?" 

When moving or copying a file or folder, you tried to move or copy an item that has the 
same name as one of the following items in the destination folder or destination disk 
direaorv': a locked file, a locked folder, or an unlocked folderihai contains a locked item. 

If you want to replace the item in the destination folder, click Yes. If ynu don't wani to 
replace the item but want the Finder to continue moving dy copying anv uther stems you 
selected, click No, If you want to stop the moving or eop^'ing operation altogether, click 
Cancel. 
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'rhefikljblder TILE NAME' is copy-proteded ami can't be copied " 

WTien copying a file or folder, you have trietl to copy an item thai is copy-proiected. If you're 
cop\ing several files or folders, click Skip File. Othen^ise, click Cancel 

"The Jiie/folder TILENAXIE' is locked (or contains iteim that are locked). 
Remove it anyway?'' 

When dragging a file or folder to die trash, you have tried to Ehrowa^-ay a file or folder that 
is locked or a folder thai contains locked items, If that's what you intended, click Yes. If you 
don^t want K) remove ihtr item bLtt wm to continue removing other selected items, click 
No. If you want to stop the operation, click Cancel. 

Tte filename TILE NAME' is already used " 

Wh\h duplicating a file or folder, you have chosen a name for a duplicate file or folder that 
already exists for an item in the destination folder or disk di^ecto^^^ To ch(X5se another 
n;ime, !^imply t\'pe the new name and click OK. To skip this item and duplicate the UL^xt item 
you selected, click Skip File. To cancel the duplicating operation, click Cancel. 

"The filename '/COA' NAMF is muiccepkihle io iiw de^tmaUon file system. " 

^X■^len you're copying or renaming an icon, this iiiessage appears if the name of die icon 
doesn't conform to the naming rules for [he file system used by the destination disk. 

If you're renaming an item on a local disk (as opposed to a file server volume), follow the 
ProDOS or HF5 naming rules described in Chapter 4. If you're renaming an item on a file 
server volume, follow the AppleSliare naming rules described in Chapter 12. 

'Ihe folder *FOU)ER NAME' can't i7e moved i?ilo iiselfor into one of its own 
folders, 

^lien moving or copying folders, you have nested a folder inside another fokler and dicn 
attempted to copy the outer folder into itself oi- into the window of the nested folder 
For example, suppose yoti created a folder called Lesson. Pkns and placed a fokler 
called Januyrv'.Pkms inside that folder. If you then tried to drag the Lesson. Pkins folder icon 
on top of the Januarv'.Plans folder icon or into the January.Plan.s window, or tried to drag 
the Lesson.Plans folder icon into the Lesson.Plans window, you would see this message, 
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If yoirre moving or copying several iiems, click Skip File to go on to the next item. 
Otherwise, click Cancel, 

"The Hem name 'IC0NNA\^1E' is unacceptable io the destinaiion fik system. " 

This message is encountered when attemptinj^ tt> copy [i file with an invalid name for ihe 
CLtrrent (.iperatlng system. This can occur when ccjpjing HFS files it.) your txmputcr ciiiier 
from ^ floppy disk or an AppleShare file sen'cr. 

When copying an item to a local disk. v(3icYc trving to copy an item with a name tli^i is 
acceptable to the source dtsk file .system (used on a file ser\''er volume or a Macintosh) hut 
not to the destination file sysietn {used on the local startup disk). You have several options: 

■ The suggested name is a translation of the AppleShare name into an acceptable name. 
If you ^^-ant to accept the suggested name, click OK. 

■ Ifyou don't like the suggested name, type a new name that conforms to the file .system 
naming rules (described in Chapters), and then click OK. 

■ If you're copying several items and want to skip ihss item, click the Skip File button. 

■ [f you're copying several items and w-ant all names that don't conform to file system's 
naming rules to he translated automatically' click the ' Translate bad file names" button. 

■ If you're copying several items and want to skip all itenii whose names don't conform 
to the file system s naming rules, click the "Skip bad fiie names" button. 

■ Ifyou decide to cancel the copying operation altogether, click Cancel. 

'7he pathname is too long to complete the opm-ation. ' 

^■'lien copying, moving, or creating items in a nested folder the complete pathname 
(including the cokjns usetl il» separate parts of the name) cannot exceed 222 characters. 
Shorten the names of one or more of the nested foldet^i involved, or use fewer levels of 
foldet^. 

"The sen^ei- is not responding, )bu cannot connect to it. " 

There's a problem mth the file seri'er itself or with the net^'ork cables. Ask the network 
administrator to check the ser\'er and cables and resolve the problem. 
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''Tbere isn't enough room on VESTimTJON DISK NAMF to copy the contents 
of 'SOURCE DISK i\AMF.\ 

Tliere isn't enough room on the destination disk to copy all the files and folders on the 
source disk, Click Cancel. Then either trj' copying [he disk again using a different 
destinaiion disk, or drag selected files and folders onio the destination disk. 

>hu can also use the Icon Info menu option to find oui how nnuch room is available on a 
disk and how much room a file or folder rakes up. To do so, select the desired disk, folder, 
or file icon and choose Icon Info from the Special menu, The size information you see 
de|3ends on what type of icon you selected, 

■ Jfwii si^kcted a disk icon, the Size line on the General card shows the amount of space 
used and the amount ofspace available on the disk, 

■ if you selected a folder icon, the Size line im the General card sht>ws the message "use 
calculate icon , . Click the icon of a calculator at the towLT-right corner of the General 
card. In a moment, the Size line shows the amount of space the folder's contents take 
up on the disk, both in bwes and in kiiobues (K), 

■ if you selected a file icon, the Size line on The General card shows the amount of space 
the file takes up on the disk, both in hues and in kilohyies (K). 

'This disk could }iol he inilialized. " 

^"hcn using the Ad\ancecl Disk Utility; you've tried to initialize the startup disk. Because 
files on the startup disk are open and in use. it isn't possible to initialize the startup disk. If 
you want to initialize the disk, quit the x\di^nced Disk Utility, shut down the computer, and 
restart with a different startup disk. Then initialize the disk using either the Initialise 
command in the Disk menu oFthe Finder or the Advanced Disk Utility. 

"There fs}fi enough room on 'RAM DISK NAME^ to copy the contents of 
'SOURCE DISK AA\IE\" 

^Tien trying to copy the complete contents of a disk to the RAiM disk, you haven't allwated 
enough memory to the RAM disk to acconinKxlatc the disk you're trying to copy. Click 
Cancel. Then, if you wish . increase the size of the RAM disk to accommodate the items. [For 
instructions, sec "Setting RASl DLsk Size" in Chapter 4.) 
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'This device appe^ir.'^ imreUable. The panition map may be incomplete. " 

^lien partitioning a hard disk, you may be using defective media or a defective device, Tr\' 
another piece of media. If you continue to receive the error message, hard format yourdi.sk 
drive by initializing it via the Finder nr the Ativanced Disk Utility'. If you still have the 
paiblem, take your drive to an authorized senice provider 

"This file seirer usesan incompatible version oftheAFPpmiocoL \bu cannot 
connect to ir 

Tlie fiie ser\'er is not running ApplcShare File Server software version 2,0 or later Eiie 
networti administrator to upgrade thti filt scr\^T to the curreni version, or loj^ on to a 
different file server that is running a compatible version of the software. 

"This file server does mi use a recognizable logon seqimice. You cannot 
conned to it. " 

The file server is not running Applt'Shjire File Server software version 2.0 or later Ask the 
network administrator to upgrade the file server lo the current version, or log on to a 
different file server that is running a compatible \t;i^ion of the sofm'are. 

''This file s)<stem won I use the entire ciisls. " 

U'lien paniti(5nini^ a SCSI hard disk larger than 32 MB. you've allocated more than 32 MB to 
a singie paniiion. but the ProDOS file system tloesn't recognize pan of any hard disk 
partition in excess of 52 MB. This message appears when the Initialize dialog bos for that 
partition appears. Click Cancel. Then return to the Advanced Disk LTility screen and 
repartinon the hard disk, being sure to create partitions no lai^er than 32 MB. 
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^'Unabte to load the Macintosh driver. HFS pariidom will not be usable on 
Macintosh computers. " 

VC'tien pajtitinning a hard disk, you most often get this message because the drive doesn't 
have an internal Apple ID (as may be the case mih an early Apple drive or a product from 
another mmpany), and you have not placed the "Generic Mac SCSI ' file in the Drivers 
folder kx^ated inside your System folder Third-part}^ drive manu (act Lire ns usually provide 
the file for [heir products. If you have an early Apple dri^'e, format it first via the Macmtush, 
using the HDSC Setup pfogram, which aucomaiically provides the necessary file. 

Less commonly, the message occurs even when you have properly placed the file 
described above or you are partitioning a drive that has an internal Apple ID, In such cases, 
either the Macintosh driver can't be read from the .\D\j file because of a de\ice error, or 
[here is not enough memijry m load the file, 

"Unable to instcdt the HPS hoot driver This device appears unreliable. *' 

Wlien partitioning a hard disk, you may be using defective m^edia or a defective de^'ice. Try 
another piece ofmedia. If you continue to receive the error message, hard format your disk 
drive by initialising it m the Finder or the Advanced Disk Utilit}'. If )tju still have the 
problem . take your drive to an authorized ser\'ice provider. 

"Unable to Load ProDOS." 

Any of the following could be the cause: 

* Tiye system files on the skvtnp disk are incwnptete, Try a different startup disk. 

• Tbesiwiup disk is missing Ibe ProDOSfite. Tr)' a different startup disk. (If you're using 
a iiard disk as a startup disk, you need to install the "Latest System Files" update on the 
hard disk. For instructions, see Chapter 2, "Using the Installer.") 

■ The System Speed option in (be Control Panel is set to Fmt. which may be interfering 
with the apjilication. L'se the General Control Panel to change the System Speed setting 
to Normal, Forniore information, see "Genei"ar' in Chapter?. 
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'VruD!'sk3.5 requires a driver. !mlaU IhvDtskS Sdrweron hoot disk and re- 
hoot sy^item. " 

You've ccjnnecietl a UniDisk 3.5-inch disk drive, but the current startup disk (or bcoi disk, 
in computer jargon) doesn't include the UniDi.sk 3-3 update. Press Return to t:untinue 
starting up. VC'lien tliL* Finder desktop appears, use the Installer to add the L'niDisk 3-5 
update to the current startup disk, (For instructions on using the Installer see Chapter 2 of 
this manual,) 

When you quit the Installer, a dialog lx)x will appear letting you know that you must 
restart (or re-b(X}t, in ctjmputer jai^on) the computer Click Restart System. In a few 
moments you'll see the Finder desktop, and the computer will recogni/e pur UniDisk 
drive, 

"Uninitialized or uo disk in drive. " 

Vtlien using the Advanced Disk Utility, you have selected an item that is either an empty 
5,2>]nch disk drive, or a hard disk or hard disk partition that has not been initialized. If you 
want to work with a 5.2S-inch disk, insert the disk in the disk drive and close the disk drive 
door. If you want to initialue the selected hard disk or hard disk partition, click Initialize. 

'Vnkmwn user or log on is disabled. Please retype the name or contact the 
nenvork administrator " 

One of the following may be the cause: 

■ \bu made a typing error ivi}en supplying your iiser name. Try taping the name again. 

■ The network administrator gave you an incorrect user name. Chc^k with die 
administrator to make sure you're using the ctjrrect name, 

■ ]bu aren't allowed to log on to (hat file sen'er. Ask the netv^'ork administrator whether 
you have access to the file ser\'er in questkin. 

■ )bu re tr] 'ing to iog on as a guest to a file server timt doesi f V allow gi tests to bai v access. 
Ask the network administrator whether guests can have access to the file server \i\ 
question. 
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'WARNING: This update makes a jSinch disk into mi AppJeSbmv disk, fifes 
will be removed. Imfallcmy desired priuter driver separately (only one will 
fill Do NOTfnskili this update on your only copy ofthes}'stem disk. " 

^lien you're inisrallin^ the "Metuork: App!ei)h[ia\ 3 5" Disk" update, because of space 
constraints, a disk cannot accomniodate thu complete system files and AppleShare. 

The upchtc gives yciu an abbreviated version of tlitr sy.stem files, remo\'ing al! but the bare 
es;scmi:il.s. Bu sure you aren t insialling this iiptlatc on ytjur only copy of the system disk. (In 
fact, you'll probably want to install it on a blank dtsk, | 

If ym want to install the update, dkk Perforn\ This Update, Odierwise, dick Skip This 
Update. 

''WAHMNG: lustal! this update only on non-sen'er disks. This update installs 
system files for starting up over the network. Some files, including the Finder, 
are removed. Pmceedwith caution. " 

^hen you're^ installing the "Network: Local Startup update, it creates a disk that lets you 
start up directly from a file server but does not give you access to the Finder, If the disk on 
which you're installing this upcbte contains the Finder, the Finder will be removed during 
the instaiiaticin. Be stire you iiren't instidling this update on vouronlv copy of the system 
disk. (In fact, you'll pmlTably want to install it on a blank disk,) 

If you want to install the update, dick Perform This Update. Otherwise, dick Skip This 
Update. 

"WARNING: hisiall tim update only on a file server's startup volume^ This 
update installs system files for starting up over the network. Same files, 
including PmDOS, are removed. Proceed with caution." 

The ''Nerivork: Server Startup'' update installed on the stanup volume of a file server so 
network uf^crs can start up directly from a file nen-er without using a startup disk in a local 
disk drive. This update should be installed only on the stanup volume of a file ser\''er, and 
only by the network administrjEor. 
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If you want to install the update, click PiTrorm Tliis Update. Oihem'ise, click Skip This 
Update. 



''few are attempting to replace a fife ivilb a folder or lice versa. Should il he 
replaced'''' 

Vilicn movinj^ or copying files or folders, you have instructed the Finder to replace an item 
on the destination disk Mth an item on the source disk that has the same name. But one of 
the items is a file and the other is a folder 

If you want to rcpbcr the item on [he destination disk, click Yes. If you want to leave 
the original item on the destination disk and continue moving or copyin^j other items, click 
No. {In this case, the item will not be mov'cd or copied,) If you want to discontinue the 
moving or copying operation altogether^ ctick Cancel , 

"\bu do mi have the SCSI driver on mtr system disk . . . Therefore, you 
cannot partiUon this device. " 

Yt'Tien you open the Advanced Disk Uiilm^ and choose Initiaiize/Erase from the File menu, 
you've connected a SCSI hard disk, but the curreni startup disk doesn't include the SCSI 
Hard Disk update. Click OK. then choose Quit rrcmi the File menu. \T'hen the Finder 
desktop appears, use the Installer to add the "'SCSI Hard Di.sk" update to the current stariuf) 
disk. (For iastructions on usiiig the Installer, see Cliapier 2 of ihls manual.) 

"\biir slarfup configuration has not been sei up properly. Contaci the 
neiivork administrator " 

The file containing the name of your startup application, prefix (if any), and printer (if any) 
Is damaged. Ask the nerts^ork administrator to set a valid startup application, prefix, and 
printer. 
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If you need more help 

Refer [o the Trautaleshooring rhapier starting on page 30'^ in this manual. 
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Glossary 



access J(\gct infiirmatJon from snmeihinj;, f^ach as a file 
st^n-er volume or an informatiun service 

access privileges The privileges, given to or withheld 
from EiL^tWLn'k usL-rs, to open, change, or deleie folden^ 
and files stored on an ApplcShare file server. By setting 
aet'css privileges. y<iu cjn eontrol who may use the 
inforniatidn stoi'ed oit a file sert'LT. 

acotistic-coupler modem A type of modem vvitli a 
LTadle that uses a standard telephone handset tc) send and 
receive mformation. Compare direcKnnnect mtxleni. 

active window The fronrmcx'^t window t>n the desktop; 
the wiiulow wliosf Lttle bar is highlighted with four 
horizjjntal linas. Sou make a window active in ortler to 
perform yournexi liiiion there. To ntake a window active, 
click an\'where in the window. 

adaptive device .^y device that meets someone's 
?;[>eLial needs tor using a computer: examples of adaptive 
devices are Bnilie keyboards and printers, hreiich- 
operatetl kev'boards and speech s}Tiihesii^ers. 

ADB Acronym forAppleDesktcjpBus.Aponontheback 
panel of the Apple llGS for connecting the keyboard, the 
mouse, and other PDB devices. It's called a "bus" because 
the signaiA seru by several devices can "ride" the sanie 
cable. 



Advanced DLsk Utilitj' A program on (he Apple litis 
Sys!itmlbo!s! disk that lets you prepare disks to receive 
information. You can use the program n> j)artitk)n iiard 
disks and to zero, initiali/^, and erase 3 >ineh disks, 125- 
inch dUks. hard disks, hard disk partitions, and RAM disks. 

American Simplified Keyboard See Dvorak kev'board, 

analos RGB color monitof A typeofci^ior monitor that 
accepts se[Ktraie analog .signals for (he primary colons red, 
green, aiid blue. (Hence the HGIl in the name. ) Tlie 
intensity of each primary ailor can vary continuously, 
making it possible to display many shades and tint.s of 
o ilor. 

analog signal A signal that vanes continuously overtime 
fLither than being sent and received a.s a sequence of 
discrete L-alues or levels. Compare digital signal. 

ANSI Acronvm for.\meriean National Siandird^ Institute. 
M\ organization that sets standards for many technical 
fields and provides the most common suindaids for 
personal computers. 

< Any L"scr> ITic tiser name assigned toeveryone who 
logs un to an AppleShare file server as a guest. 

Apple key On okler Apple U keyboards, a name used for 
the Command key. 
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Apple menu !n graphicsteed applicaiions, the tntnu 
JE the leftiiios!. end iif the mfnii bar, who.sc title is 
represented by the Apple logo [a njultiatltjrctl, striped 
apple sl^nbu]), The Apple menu conuini; the desktitp 
Control Panel and any new desk accessoiie^ ( NDAs) 
you've installed in the De^k AfceSAories folder within the 
System folder on vourstmupdiik. 

Apple 1 The prototype for the Apple II family of 
ajmputer.s; designed by Apple Conipuiercofounder Stev e 
Wozniak. 

Apple SCSI cable system The eonnective liardware 
used to link Sniull Computer System Interface (SCSI) 
tleviees to a computer and to tme ^inoiher. Se^ also SCSI, 

AppleShare-aware application Aprtjgram designed to 
be used with AppleSharc file scn'crs. 

AppleShare file server Acombinjtion of A|)p[eShare 
Fik^ Server ^ioft^^■a^e. one nr more hard disks, and ;i 
Macintosh computer th:ii aJk>ws network timers to store 
■And share applications, folders and dueuments over the 
Appleliilk network system. The same Macintosh eoni putt r 
can be used as both aii AppleShare file ^ser\'cr and an 
AppteShare print server. 

AppkShare prim server A eombination of AppleSharc 
Print Ser\-er software and a Macintosh computer that 
stores docunienLS sent lo it over the network and manages 
the printing of those documents on a printer The same 
Macintosh computer can be usc^ as both an x^ppleSh^re 
print server and an AppleShare file server. 

Applesoft BASIC The Apple II dialect " of the BASIC 

pnfgramming language; Apjiiesoft BASIC is built into all 
Apple II coniputcrs. See;tlso BASIC. 

AppIcTalk network sy'stem Agroup ttf interconnected 
computers and peripheral devices, together with the 
software and connective hardwan: needed to link them. If 
vourcomputeri.s pan ofanAppleTalk network system, you 
tan share peripheral deviceb and network .sen-ices i.siich 
as an AppleShare file sen'cr) with other network usern. 



Apple [l A famih' of computers, including the Apple IK;s. 
the Apple He, the Apple Ik' Plus, the Apple Ik. the Apple II 
Pitis, and the Apple IL 

Apple II SCSI Card Aat interface card that you install iji 
(me of the slots on the main circuit board so that you car 
eonnett Small Computer System Interface (SCSI) devices 
to the Apple tlGS, the Apple He. and the Apple II Pluy. See 

also SCSI. 

application program Any computer program designed 
for a particuEar puipose. such as home hnance, education, 
t>r word proce.ssing. Application programs are often 
referred U i as jpplicaticins for short. Compitre system 
software, 

arrow keys The ke\'s in the lower-right corner of the 
Apple UOS kqtoard. In many applications, you use the 
arrow kev'S {sometimes called the cursor ke^'s) to move 
the insertion point or cursor in the direction indicated by 
the arrow. 

arrow pointer See pointer. 

ASCII Acronym for American Standard Code for 
information Interchanse: pronounced 'ASK-ec,"' A 
communications ctnle that defines the way ieitens, 
numbers, and putictuation marks are represented by the 
computer. 

assenibly language A programming language ver\ 
close to the language of electrical impulses that is the 
"native ttjngue" of die Apple liGS, The naii\'e assembly 
ianguagc for the Apple llos is the bSHIt instruction set. 

audio digitizer A peripheral device that converts sound 
input from a stereo system^ an electronic instrument, or a 
microphone into a form that the computer can pn^cess, 
save on a disk, and play back. lOnce the sounds are in 
digital ft)rm. they can he edited.) 

auto-rcpeat The automatic repetition of the kqfson the 
Apple ikis ke^-board; if you hold one kcv" down, the 
coniputer will keep generating that chamcEer until you 
release die key or press another key. You can turn off the 
auto-repeat feature using the Control Panel 
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backspace To mt>ve the insertion point or cursor to ihc 
Id't hy pressing the Dtlett kw [v^hWh generally tTdses 
iL bjckspiiie.s) or the Left Atam key (vvhieh gt^ncollv 
bitckspaces wtthoui era,Hinj?K 

backup fopy A tiuplicate ofa disk or file^ which you 
i^ke ;if. [\ s;ireguartl in ^-asc iinnhing happens to the 
nriginLil. Mnking;i haekupcnpy i}f a disk nr file is like 
rmkiniT j photocopy al"a pjper ducunicnt. 

backup set A collection of duplicate di^^iks or files> Sec 
backup copy, 

BASIC ALTon^TTi for Beginners All purjxise Symbiilir 
lnsi['ucii()n Ci kIc*. A version of BASIC caJJed Applesuft 
HASIC is buiit into your Apple lies. 

baud Tlie rate of Lninsmbision u^sed in exchanging 
information lien^'eena computt^riind its penpheral 
devict.s, or between two computers, 

BBS (buUelin boafd system) A computerized version 
of the liuiieiin iiourils frequenily found in SLijTermarkeLS: 
places [0 leave electronic nie-ssa^es and toaitvetTise thiiigs 
you ^\^jnt to buy or sell, One thing you can gel from a 
cumputerized bulletin hwd thai yDU can't get from a 
CLirkboard is frte S(tfEw;ire. St^c public-domain software. 

binary system A numbering sy.'?tem in i^hich every 
iiumtiiT is expressed as y combination i if H s und 1 's. The 
biirjr\' system Ls perfealy suited id computers because the 
computer's niicroprocessijr is made up of switches— like 
light switches— that are eiihtr on or off. On is usually 
represented as the nutnber 1, off its U, 

bit Contraction nf the wurds binar^'' arsd digit. The 
smallest item of usefiil information a computer can 
handle, usually represented as a 1 ara Q, Eight bits equal 

one hne. 

block A un it of data storage or transfe r usuall y equivalen t 
lo 512 b\ies— or roughly ^12 characters. 

boldface A name given to type that is heavier than the 
plain text type with which tt is used. 



boot See start up, 

buffer An area of memor\' where information is kept 
until the computer or a peripheral device is ready to deal 
wiEh it. 

bug An t-rror in an ajiplication program or svstcm 
softwart. According to computer industry- folklore, the 
expression was coined in the early days of computing, 
wiien a moth once got inside a room-size computer and 
caused die coiuputer to line:tk tknvn. 

bulleiin board On an AppEcShare file ser\'er. a folder 
that all users can see the contents t^f but that onlv the 
owner can change. A bulletin bmrtl folder functions in 
much the ^same way as a cork board in a classroom or 
office. Not the samea.s bulletin iTctsird system [BBS). 

bus A path along whtcli information is transmitted 
electronically in a computer or lietween a computer and 
its peripheral devices. 

button In graph ics-ba.scd applica[io[is, a rectangle with 
niLiEuled ct>rners that appears in a dialog box. You click 
buttons to designate, confirm, or cancel an action. See 
also mouse button. 

byte A sequence of eigfii biis that represents an 
instruction, a letter, a number, or a punauation mark. 

CAche Memory' set aside to increase the efficiency and 
o|ier:itiiigsiteed of the computer. Comp;irc R.A.M cache, 

Cancel button A button that appears in many dialog 
boxes. Clicking the Cancel button cancels whatever 
activity is in pnztgress. 

Caps lock key A key thai you can lock inui place so that 
letters y* n\ type will come out capitalized. C;ip.s Lock 
affects only alphabetk: ke\".s— not numbers or svmbols- 

■cafd A circuit board tliat you can install in a slot inside 
the Apple llGS to expand die a im purer s tnemory^. give the 
computer the means lo communicate with a [leripheral 
device, or add some capability^ to the computer. 
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carriage return (CH) A nonprinting character tliat telLs 
iht amipuitr « >r printtT ui end one line of text Lintl start 
antJiher. In wurLl'priK:t.H^ing Li[i]iliL-;ttii!ns, armi^c rt-tiin^s 
arc frequently used lo end pai^graphs. Even though you 
usually can't set tKcni, you am delete carriage returns the 
same way yau delete odier L huraL'ttr.. 

caialog See directory. 

CDA See classic desk atcessorv'. 

CDEV .^ihrevisiikjn fnrControl Panel Dc'vicc. A category, 
such iis General. Kqt:ojril, nr Skits, of options you ean 
change in the desktop Control Panels. Sy.stem b trtiat^s 
each CDB'' as an independent Control Panel, and alEows 
mfjre than une to be displayed at the ^^anic time. 

CD-ROM Acronym for compact disc read-only memory . 
A disc that use^ laser techdokijjy to store approximately 
550 megabytes of data, A CD-ROM is like a phonograph 
record m that ynu can play it but you can't record 
infomiitdon on it. 

CD-ROM drive A tlt;\'ice, such as the AppicCD SC, that 
reads the information from a CD-ROM and transmits the 
information to the computer. 

character A letter, number, or other smbol. 

character senerator The integraietl cirenit responsible 
for [}rintinii characters on the screen in text mode, 

character set llie letters, numbers, and symbols that 
can be generated by pressing keys on a ikeyboartl. 

checkbox Tlie sm^ill box asstKiated with an option in a 
dialog box: when ciicketl, the check box activates or 
deactivates the option, ( Mtlien an option is activated, an X 
appears in the checkbox,) 

chip An electronic circuit— including components and 
interconnections-Hentirely contained in a single piece of 
semiconducting mateiial, usually silicon. Same as 
integrated circuit. 



cifcuit board A board containing both embedded 
circuitry and a collection of attached integrated circuits. 
The computer "s main circuit hoard, interface carcLs. and 
memory expanskin card are ail example?; of circuit boards. 

ctrcuilrif- A network nf vArcs, integrated circuits, 
re,siKtt]rs. and other electronic devices and connc^:tions. 
over which electrical impuLse.s travel, 

classic desk accessory (CDA> A "mini-application" that 
you can use without leaving voiir main application. Classic 
desk accessories are available friim the Desk Accessories 
menu, which you can reach by pressing Command- 
Control-Rsc whenever the computer is on. 

Clear key A key on the numeric keypad. Pressing Clear 
deletes the selectetl item, 

dick To position the pointer on an object on the .screen, 
then press and quickly reiease the mouse [)ution. 

Clipboard The holding place for what you last cut or 
copiedi a buffer area in the ccjmputefs memory, 
InfDrmaiion on the Clipboard can be inserted (pasted) 
into d(Kument5. 

clock rate The rate at which bits move frc^m one internal 
component lo another. 

close box The small h)x on the lar-left end of the title 

bar of an acLive window, Clickii\g the close box closes the 
windovi. 

Color menu In the Finder and other graphics-based 
applications, a menu that lets yttu color the background 
^nd outline of icons. 

color monitor A display device that leLs you display text 

and graphics in color 

column In text-based applications, a way of designating 
tlie number of characters that fit on the computer's 
display, A column is one character wide. 

command An instruction that you give to the computer. 
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Command key The key on the Apple llGS kevtii/jrcl 
mnirked uith [)L)lh the outEinc oF;in apple f and :i 
j3r[)peilt.Tsvmhn| \^\. See modifier kc\-. 

communications software Appllcartons that make i[ 
possible fiir your computer to exchange information wth 
Dther aimputers and with infomianon services over 
tdi'pliane line^. 

compatibility- Hie condition under whkiulcevke.s or 
(inij^rEinis c;))! work with each oiher Rircxanipie, the 
Apple Ugs tan run many applit:aLit]n.s developeti for earlier 
models of die Apple II family. Those applications are mi\ 
u 1 k' conipHiihIe with the Apple IJCjS, 

composite color monitor A monitor that uses 
ujmpiisitc signals lu disjilay information. Also called an 
NTSC color nionitor 

compostte signal A video signal that includes both 
di^pla\ Ink^nnaLLun and the synchroni^^atinn (and tnher) 
si3n:il^ needtd [o display it. 

compmer An eleLtronic dc\-kc that performs 
predefined { programmed) coniputarion.s at a high speed 
and with tire;ii accuran-; a machine thai is used to store, 
transfer, and transform information. 

computer system A collective term for a computer anci 
cvt-r\'(hing attached tiut. 

conligiire To change sc^ftware or hardware actions by 
chani^injiiettiJigs. For example, you use Ehe Control Panel 
to conf]L;ure (he printer port stJ that your compitter will 
.send information to ihe printer in a format thai die printer 
can understand, 

Control key See motlifierkey. 

controller card See di.sk drive controller card. 

Control Pane! A desk accessory that lets you set the 
time of rhe built-in ckx:k and tailor certain features of your 
computer sy.^tem to suit your individual preferences. 
There are t^-o versions of [he Control PaneL .see text 
Control Panel and desktop Control Panels. 



coprocessor card Acard that includes a micropKx;essor 
which (A'crridcs or works with the micrt>[)r(Ke.ss()r on the 
main circuit btiard. The main reason for using i\ 
coprocessor cord i.s t(] be able to work with disks initialized 
for other operating systems. 

copy-proieci To make it difficult for .someone to 
duplicate a disk. Not the same as v\Tite-proieci- 

CP/M .Abbreviation for Control Prograni for 
Micro proceiisors. An operating system that works with the 
8{180 microproce-ssor. You can run CP/M soft^^arc an the 
Apple IlGS by insialling a Z80 caal. 

CPU (central processing unit) The "hratn ' of the 
computet; the micru[>r!M:e.s.sor that aciuaily [>erfornis the 
compumtlon.s in machine langtiage. Some people use the 
term CPU to refer to itie entire component— the 
computer— that includes the central pnxessing unit. 

CR See carriage return, 

cursor A blinking underline, rectangle, or other symbol 
that marks your place on the screen, li ^huws you where 
your next action will take place. Properly called an 
insertion point, Compare pointer 

cursor keys Tlie ke\^ (usually called the arrow keys) in 
the lower-rigin corner of [he Apple IlGS keyboard; in many 
applications, you use these kei's to move the insertion 
point Of cursor in the direction indicated by the arrow. 

cut To remove text or graphics from a document by using 
the Cut command. The most recent "clippin_i:;'" is stored on 
rhc Clipho;ird of the Apple IlGSso thai you can paste it 
sfiniewhere else if you wish. 

dai?i7-chaiii To connect a series of peripheml devices .so 
that the firsi device is attached directly to the computer, 
the second desice is attached to ihe first device, and so on. 

data Informatitjn. esi>ecially raw or unprcK:e.s.sed 

informal son. 
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databs^sc application A hpc iif application thai helps 
you keep tr^tk nflist.suf Liforniiitkm, Dat'ibase 
appliciiiioiis make i[ easy [o recall and iipditc information 
;ind (o a'c;KL" rcpcirrs using sutecl'i of uifiirnution. 

data bit A bit in 3 communitatinn transfer thai contains 
actual information. Compare stop hit. 

data disk A disk that contains your work— Icuers^ 
t)udgt:Ls, picLures, and .so on—buL thai contains no 
application pragrams. Cnmpare prcigram disk, startup 
disk- 
Data Carrier Detect (DCD} .A handsliake .signal used lo 
re^^late the fittw tif data het^'een the computer and a 
peripheral deiic:e, 

Data Set Eleady (DSR) A handshake signal u^cd to 
regulate the Noi^' uf data between (he cumpuier and a 
peripheral device 

Data Terminal Ready (DTK) A handshake sigrial uned 
10 rcgubttf the ti(m uFdiita between the compiiier and a 
peripheral device 

debug Tol[)cate and cijrrect "bugs"'— errors or ihccauscj^ 
of problems or tnalfunccion^ in a computer program. See 
alsQ hug. 

dedicated server Atomputerthat \s used exclusively as 
a iile server, jiritu ser\er. or bodr (Tlie same computer 
trannot be used as both a server and a workstation on die 
network at the ^ame dme.) 

default A preset response or setting, used unless you 
specity somethin^^ tiiffereni. 

defcnestfatioii The a^t nf ihroi\ing scimething through, 
Iruni. ur uue of a window. Not recommended for any p:irt 
of your Apple IIi^j^ s\^tcm. 

Delete key A key on the Apple IlGS ke)'board used In 
many applications to erase the character to the left ttf ih<i 
cursor or insertion point. 



desk accessory A "mint-application" thai you can use 
witlKPUt leuvinji vcjur main application. See also classic 
desk atve.wory; ntw desk accessor^'. 

desktop [n graphics-based applications, the computer's 
wnrking environment on die .screen. In the Finder, for 
example, the desktop displavs the Menu bar, Tra^h icon, 
[he icon.s of any disks ro which you have access, and the 
^\ind(>ws of any disks or foldeni you've opened- 

desktop Control Panels Tine ne^v desk accessory 
version of the Control Panel, wiiich is pan of System 6, is 
available rhnui^h the Apple menu of the Finder ( or any 
^jrnphics-hascd :ipplicaiion thai snpports the Apple 
menu). The deskiop Conirol I^nels (Slot:?, Time, and so 
on) are treated as independent CDB's by System 6 and 
niorc than one can be displayed at the same time. See also 
CDEV. Control Panel; compare text Contrtjl PaneL 

deiitination disk The disk onio which you are a)p\nng 
iir niDVing data. {The source disk is the disk from U'hich 
you're copying or mming daia. ) 

destination folder The folder into which TOu're 
copying or movini^ ilata. ( The source folder is the fi»lder 
itom wliii h vou're copying or moving data.) 

device See [>eripheral device. 

diacritical AmA point, or sign attached to a letter to 
indicate phonetic use or v'alue, or m distinguish it from 
another letter 

dialog bos A box that the Apple I1Cp5 displays to retjuc^t 
mformatioEi or isk ytiu to coiifirm an action. In many 
cases, dialog boxes containini^ warnings are acctimpanied 
by a beep. 

digital signal A signal that Is sent and received as a 
sequence of discn^te values or levels rather than 
fominuously. Compare analog signal, 

digitizer See audk> digiti;:er; graphic digitizer, 
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dimmed command A command that you can't ihoose 
under the present circumstances, 

direct-conntct modem A modem that you plug 
Llirtt:L]y ][iu) a {ihmc jick. ^'itli a Liiita-coninea imodem, 
the computer aiitomaies [he prtx'e&s of diLiiing and 
answering the telephofic uiicn you're connecting to a 
remote computer Compare acou-stic-aiupSer mcxlem. 

directory A li-it of all the files on j disk or in a folder. 
Sainetimes ciiJIed j cai:i]og, See also subdirectory: 

directory dialog box A spetbl lype of dialing box. used 
iit gr:iph]cs^h^ised ;ippliations,. ih:u allows you tcj open, 
save or relocate a hie. 

disk A flat, circular magnetic surface, made* cither of 
meu] or of plastic coated with iron oxide. You can i>iiy 
appHcatiiins prerecorded on di^k.s. mid yo\i save your 
worl; on blank diiks. -iee also 3.2>inLh di.sk; hard disk; 
i.5-inch disk, 

disk drive A pcriphcnil device that loads information 
saved on ai]isk inio the memor\'of ihtf computer and 
saves intormaiion frori^ the memory of die computer onto 
3 disk. 

disk drive controller card Acircjit board tbut prfivides 
the nectssarv- circuitq' lo connect disk drives iti ihc 
Apple IlGS, (You can connect 5.>inch and S.2S-inch disk 
drives directly to the di.sk drive port on the back panel of 
[he Apple IIGS, so a disk drive controller card isn"t 
required.) 

disk drive light A lights usually on the from of:i disk 
diive, Lh;ii conies on when the drive is kmding inforination 
From adi.sk or storing informatii.Mi on adi.sk, Sometimes 
called an in-use light, ^'"hen the light is off. it'.ssafe to insert 
*]r eject disks, Vfhen the ligin is on. don't remove the disk 
in die drive. 

I>l§k menu A Finder menu that lists ttnTimancLs tku 
afTeci whole disks— commiinds like [nitiali^c. Era.sc, Verifv^ 
and Eject. 



disk name The n:ime of a disk or its main directory. 
Compare pathname. 

disk operating s>'stem See operating system. 

display A ijeiienil tertn used to describe what you .see on 
your sureen when you're using a computer or to describe 
[he monitor ii.'sdf. 

document A discrete colleLtion of iiiforniattLin you 
create with an application. Examples of documents arc 
memtJSr piciunes, and budgets. Compare file 

DOS 3.3 One of several openiting systemji that c2i\ be 
used \\i\h ilie Apple flCLS, DOS is ;in acronym for Di^k 
fjperatin^ System; .13 is tiie version number. 

double-click To position the pointer where you wanran 
action to take place, and dien press and release the mouse 
button tv^ice in quick succession without moving the 
mouse. 

Double Hi-Res A graphics mode that ran display 
infi;.]rmation usini^ a rectangular arniy of i60 horixonial by 
192 vertical dots for black and white and for 16 colors. 

Down Arrow key A kev' on the Apple llGS ke\1x)ard 
u.sed ]Ei many applications to make the insertion jioint or 
ctEfsoi' move down one line. 

download To send a file from one computer to another 

drag To posidnn the pointer on something, press and 
hokl the mou.st liutton. move the mouse, and then release 
the mouse button. When you release the mouse button, 
you either highlight a selection or mo\ean object toa new 
Icxation 

drive Sec disk dnve. 

drive number 1 he number indicating to which 
conneaorona disk ilrive controller card a particular drive 
is connected. 

drop folder On an AppleShare file serv^cr. a folder that 
only the o^vnercan sci' the amtentsofbrn that all users 
can :idd contents to. A dro[> Pokier functions in niuch the 
same w^iy as a locked mailbox or suggestion box. 
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Dv orak keybuard A keyboard layout designed to 
increase typing speed and efficiency hy locating the keys 
used most oftL'n in tlic iiome row. Al.so ceiled the 
AnieriLjn Siniplifial Keybnard. Compare Q^'crty 
keyboard. 

echo A copy on your imn screen of a mcfwage yon send 
via a niodem. Tl^e echo can come from die remote 
computer (the computer on the other end i if the phone 
line} or from your own computer. 

Edit fflenu A menu in most graph ics-base(l progt^ans 
thai lists editing commands such as Copy, Cut. nnd Pa.'itc. 

8-bil processor A micrioproce^sor thai I'an work with H 
bits of data ai a time. 

80-column card ;\n interface card that makes it possible 
for some nxxlcls of the Apple II to display text in tW- 
column form instead uf the standard 'iCkx>lumn fbrni. 
(The Apple IIg.s huilt-in 8n-cf>lumn liisplay capahilit}', 
50 it dwsn'i require an 8l>coIumn card.} 

80-coluinii display A text mode in which 8(1 characters 
per [jne ( rather ih;-in ^0) are di.spia>'cd on the screen. 

eject 'lit remove a disk fram a disk drive. 

Enter key A key on the numeric keypad that confirms a 
choice or tells a progmm )'ouVe ready to pmcccd. {in 
most cases, the Return ke>' also ser\'es d^is function ) 

error nnessage A message that appears on the 
computer's screen to alert you to a failure in the 
communication process, Error messages are often 
accompanied by beeps. 

Esc key A ke;- cjn the Apple l\C6 key-board used in many 
applications to get back lo a mentj or t(j cancel a 
procedure that s in progress. (Eic is an abbrevLiuon for 
escape.) 



even parity An error-checking system in which the 
sending device a^ld^ an extra bit, ,set tti Qor 1 as necessar;', 
to make the total number of 1 bits add tip to an even 
number. The receiving device then cotmts the 1 bits. If the 
total is an even number, the receiving device assumes that 
the message came dirough intact. Compare (idd paritv; 

Everyone A uher ciitegorv to which voll can assign access 
pn\ileges. This category includes all registered uscn^ and 
guests (if guests arc allowed access to the file sen'er 
volume in questkin). 

Extras nienu A Kinder menu that Hsis System (i Finder 
extensions— programs that add functionality to die Finder. 

file A named ciillection of informaiiitn stored on a disk- 
either i[iformation cre:Ued by a user, or prerecorded 
information such as an application program or ^ s\'Stem 
file. Compare document, 

file management A general term for copying files, 
deleting files, and other housekeeping chores invoKing 
the contents of disb. 

File menu A menu in most graphics-based applications 
that lists commands affecting whole documents or 
applications— commands like Open, Save, Print, :uidQuit, 

filename The name yiHi give your file (document) 
before you save it to a disk. 

file server A computer, equipped with special software 
and one or more ntass storage devices [sudi a,s hard 
disks), that allows computer user^ in a network to stc]re 
and share applicati[ins, documents, and other 
information. 

file server volume A disk connected to a file server that 
network iisers employ to store and share information, 

file system A system for organizing the sections on a 
disk so that your application can keep track of where data 
is fitored. Vou mu.st initiLili/e anv disks voull be using v\ith 
a particular application for use vvitti iliai application's fiie 
system. 
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Finder An applkatinn that helps you manage the my 
information ii^ stored on disks. The Finctcr ;ilsti lets you 
rtn ivc qui<:k!y from onu applicadon t[) another 

firmware Programs storttl ixfrmanenity in re^cl-onh- 
mcnirjfv (ROMk 

5.25-inch disk A disk inches in diameier with a 
siora^;c capacity of 1h3K (the equivalenttjf about "'0 page.s 
of text ) , F< If mm' years, iJ'^-tnch disks were rhe only type 
di^ks you o iiild use with Apple II rompulcrs. Compare 
3.>inch disk. 

folder A sLjlx]irector>' or aii icon that reprejicnts a 
subdirectory. Folders give you a visual representaiinn of 
docurtieiits that you have grouped together on a disk. 

foot A compleEc .set of characters in one design, size, and 
style, 

format The physical divisitm of space on a di^k into 
sections— somewhat like parking spaces in a parking lot- 
where inforniadon can be stored. A disk's forma: ii 
e^itahlished as par of the Initiaiixation process, 

40K:oliiimL display A tai ntode in which 40 chai^Lter^ 

[>er line (rather thiin 80) are displayeti on the SL'reen. 

freeware Puhlic-d( imain software that you can rccci^'c at 
no tcxst, Bulletin board services are a gocxi source of 
freeware. 

FST ( file system translator A proeram that tells 
GS/OS how to rend and write d;ita t!t disks that use a 
particular file system, sudi as A^ipleShare ur HFS. 

funciion A buik-in formula yi>u can use in a spreadsheet 
to calculate an average, a square root, and so on. 

function key A key iWai lells an applioitiiin to carry out 
-d [xmkv\-Af activity or function \ print a di)cunient, save a 
doeunient. and so on ). :^onie applications use the number 
keys on the numeric keypad as function keys. 

garbage A string of meaningless characters that bears no 
resenibianee to your doL'unient, Garbaiie charat'ters are 
(jften an indication that your computer and peilpheml 
device are using different bauds or data formats. 



grapliic digitizer A peripheral device that converts 
photographic images into a form that the comfiiiter c;in 
process, save on a tiisk. display on the screen, and jirint. 
lOnet ■M^ image is in digiti/eLi form, it can be edited.) 

graphics applicatiod ,\nya[jplication program in which 
you work v^ich graphics; examples are art applications, 
business graphics applications, and cKp-an applications. 

gmphics-based application An application that uses a 
gruphics mode to i.l!splii\' information. In most ^rajihics- 
based applications, the mouse rather than the keytxiard is 
the primary meims of communicaEion with the coiTipuier, 

graphics mode Awayof displaying text atid^rLiphicson 
the screen In aj^raphics mode, images are lornied by 
paiternsofdots. 

graphics tablet A device for drawing pictures. A special 
pen sends out signals that are detected bv- \\'ires in the 
tablet and sent as x aiid y coordinates to tJie screen. 

group 1 1 1 A iianietl collecdon t>f registered users of an 
A]>p]eShjre file server. Groups can be designated only by 
the network administrjior. (2) Ausereate;i^ory to which 
you can assign access privileges. This category' includes 
liny registered users who are members of the group 
asscxtitcd with the folder, 

GS/OS The current operating system for the Apple llos, 

gwest Someone who logs on to a n AppleShare file server 
without providing a registered user name or password, 
Tlie user name assigned to someone who logs on as a 
guest is <An\' User> 

hand-operated controls Periphej'al devices, such as 
foysiicks anil giune paddles, useti in games and simulation 
applications to move objects on die screen. 

handshake signal A signal that regulates the flow of 
data beriveen the computer and |>eripheral devices, 

hard citpy A printed copy of an electronic document. 
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hard disk A storage device chat can hold much more 
infnrrnatkm than a 3.^-inch tltskora S.Zi-inch disk. Unlike 
3.>mch and 'i.i'j-inch disks, a hard disk is scaled into its 
drive and is not rL^moviihlc, 

hard disk partition A division of the han;l disk that is 
recognised by die system as ii separate dl*;k. Partitions are 
created using the Ad\'anced disk utilit}'. 

hafd formal Dividing the pliysical space on a disk Into 
sec'tion-s ai."an-t!in;T (tta prc-dctincd phystciil ntrfcrcncc 
point. See furmai. 

hardware Thuse pans of Ehe wmputer micm that you 
can see and touch. The compurer. iht^ periphera] devices, 
the cables used to connect them, and ilie cords (hai 
supply them with power Compare softft'arc. 

Help window A window that contains useful 
inforniiiiion, usually defining or clarihing terms or 
functions of die prograjti being used. 

hertz fHz) The utiit of freL|iieno' of viliration or 
oscillatkin. defincLl tis the nLimb^T of cycles per second. 
Named lor the physicist Heinrich Hert?.. I'he frequcncv 
setting used for monitors in the United States Ls 60; the 
stctting used in most other countries in >0. 

HFS (Hierarchical File System) The file system used 
hy the' Macintosh ci miputcr, IirS is one of the tile systems 
currently dupp<)rt by GS/OS. 

highlight To make something visuaily disuncE- For 
example, when you select an icon, ii becomes 
high!if?htcd— the outline and icon n:tnne arc wbitc on a 
black backtjrtRjnd rather than the usual hlack-un-white, 

Hi-B^ A graphics m{ide that can tllsplay tnft)rmatEon 
using a rectangular array of 2S(I horiztjntal hy 192 vertical 
dots. 

home eotitrol device A peri[iheral de\ice ifiat alitnvs 

your computer u i regulatL- the [L*mjXTaiurf of ytiur hc^nit.', 
turn lamps on and off. monitor smoke detectors or burglar 
alarms, or conu:ol a numtjer of ottier household 
appliances. 



home row The rem.- of keys on the keyboard where the 
fingers rest ivhen ihcy aren't reaching for other keys. In 
the standard keyboard layouts the home row contains A. 
D. F, G, and so on. in d\e Dvorak keyboard layout, the 
home row contains the most frequently used keys (A, 0. E, 
U, I, and so on), 

Hz See hertz. 

I-beam See insertion point. 

icon [ i ) In i*r;iphics-b;ised applications, a symbtil on the 
scrceji that represents a disk, a document, or something 
else you can setett. [2] A.Hymtiol on the Im^k panel of the 
computer that shows you where to plug in a peripheral 
device. 

information service A large database that > ou can 
subscribe fo. letting you receive news. st(K:k prices, 
electronic mail, or i3ihet seAice.s via your modem. 

initiali2c Ii * tli^ide a ilisk into sections where 
information can l)e stored and to W'rite a file s)'stem on the 
disk so that an application can kcvp track of where data is 
located, Disks must be initialized before you caji save 
information on them. 

INIli) (initialization files) See .setup ftlej?. 

input Information traveling into the computer (like 
keypresses and mouse movements). 

insertion point Abiinklngvcrticalorhorizontal line that 
marks ycujr place on the screen. The insertiun point shows 
you where your nest action will take place. .Mso called the 
cursor. Compare pointer. 

Installer A program on the Apple liGS Itistaii disk that 
lets yuu add or remove capabilities from your startup 
disks. For esample, ifyou 're connecting a SCSI iiard disk, 
you need to install the "SCSI Hard Disk' update to your 
sianup disks. 

integrated circuit .Vi electronic circuit— including 
comjXMwnts and Emerconnections— entirely containc^l in 
a single piece of semiconducting material, u.sualiy .silicon. 
Often referred to a.s a chip. 
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interface The way things cotnmiinkate. See also |)anilltl 
uiLerface; serial interfa; user interface. 

interface card A circuit board that you into one of 
itiL' s!oi^ in iht Applf IIgs to tinkfenain jn^ripheral 
devn'cs til the rnniputtiC. 

internet Iwo or more networks connecced to form a 
larger network. 

inverse tharaLiefs Characters that appear in the 
t}ppt)Siie fornui lam norml. Fare?:anip!c, ifchjiracters 
are ordinarily light on a d^irk scrx_^'n, inverses characters 
would shuw up as dark on a light screen. Inverse 
chamttei^ are used as a form of highlighting. 

1/0 (iiipiit/'output) Refers to the means by which 
informaiion is exchanged bv the computer and its 
periplxTsl devices. 

10 error message ,\ message you see when there's a 
problem with the way infomwtion Is. being exchanged by 
the ci]ni[)uterand its peripheral devices, 

jacket The a Bering that protects a 5.25Mnch disk 

io^fstick A ]>erLjiheral device that moves clotures ;ind 
oi>iects in games. 

justify To format a page of text sf i thaE the left margin , 
the right margin, or both mar^ijinj, are a constant width for 
ail iine.s, 

keybo^ A peripheral device that provides a common 
way to communicate with the oinipLUer Thecnmpuier s 
keyboard look.s like the kcyln.Kird i>n a ty[>e\vriter, biii the 
keys Dfi a computer keyh^)afd can be programmed for 
many uses. 

keyboard buffer A S[>ecial part ijf niemory where 
keypres>es are Mi sreti until the ctjmputer is r^ady toact on 
ihem. 

key color The designated color through whii;h the video 
input signal displays on the screen. 

keypiad See numeric keypad. 



kilob>ie (K) A vinit of measure for computer memory; 
i kilobyte equals 1024 b\tes. See also byie: megabyte, 

laser printer A printer that pntKiuces typeset qualliy text 
ami tfrapiiics using laser technology^ 

Left Arrow key A key on the Apple IlGS keyboard uied 
In many applicaiions to move insertion point one 
character to the left, { In son^e applications, the cursor or 
insertion point erases characters as it moves lo the leh,} 

LF The character that instructs rhc comfiuter to advance 
to the next line, [ The event generated by the LF character 
is called a iine feed— hence the abbneviation LF.) 

light pen A peripheral dc\1ce shaped like a pen that 
.sends instructions to the computer when y(>u point lo 
choices on the screen. Light pens work only with 
applicatioits designed to receive injiut from them. 

line break Tlie end of a line of text on the screen or on 
a printed page, ^oii can force a Eine bneak by pressing 
Return, or you can let the applicjiiton break lines foryou> 

line feed An advance to the next line. Sec also LF, 

load To transfer data or programs into the computer 
from a tiisk. 

local disk Any disk in a disk drive connected directly to 
the computer. Compare hlc server volume. 

local printer A printer connected directly to a computer 
and av-AilLibie only from that computer. See also Direct 
Conjiect, Compare network printer. 

Locallklk connector box A piece of hardware, 
consisting o^ a small hcjx with an attacheci cable, that you 
u5e to connect your computer to the AppleTalk network 
.system. 

log off To end a work session on an AppleShare file 
ser\er 

log on To identif)' yourself to an AppicShare file ser\^er 
from a workstation. 
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Lo-Rc5 A graphics mtxlc that tan dwpky inform^uon 
u.sijig II rcf iansular array of 40 horizontal by 48 vertical 
bkscks. 

machine language The ban^iry ];int;u:igt of (I's and I's 
that Is the only lanj^u j^trc the ainipuEcr uses. odier 
progfitmming languages, like BASIC, must be translated 
into [his binan,' code before ihe L-omputcr c^n process 
them. 

main circuit board A large circuit board thai holds 
HAM, ROM. [lie miCTopnxessor cusiom integmted 
circuiLs (chips), and other components. 

mainframe computer A lentral processing unit or 
coMijiuier tiiai h much larger and more pf^'crful than a 
miiiicompLter o^r a personal computer j micrfKompuicr). 
Mainframe computers are .sumetimes called mainframes 
for shon. 

main menu Tlie first menu you see in text-based 
;L[][.i3iratio[],s. The main menu presents theapplicalioii's 
top le^'eJ of opiitms. 

JWake Changes The access privilege that allows 
someone to make changes to a folder's content, 

mass storage device A device such as -a hani disk or a 
CD-KOjM (h;u cun score much more information than 3,S- 
inch orS.2S-inch disks. 

niegabjie (MB) A unit of measure for computer 
memory: 1 megabyte equals 1;0h«,576 bnes (each Inte 
iTeinj! enougli memory to represent a single character}, 
See also bile: kibbMe. 

megahertz (MHz) One million q^des per second. 

memory Integrated circuits (chips) that store 
instructii iilh For the microprocessor There are two kinds 
of tucmory Eentjuir^^ mcniorv' failled random-access 
memory- or R/\jM) and permanent memory {chilled read- 
only mtmory or ROM). The contents of KA.M disappear 
i\'hen you switch off the power; the contents of ROM 
do not. 



memor)^ espansioa card An iitterface card that you 
install in the mcmon- expansion slot in ihe Apple IIGS to 
increase the computer's random-access memory, 

menu A list of clioiee.s presenteti by an application, 

memi bar In ^^raphit,>-tesed applicacion.s. the hori^iontal 
sirip ;k the top of tlie screen th:it (:ontjins menti titles. 

me*iu title in graphics-based applications, a word, 
phoisc, or picture in the menu bar that designates one 
menu. Vilien you [xiint to a menu title and hold tkivvti the 
iiiotise button, yon can see the commands in the menu. 

MHi; (megahertz) One million c^'clcs per second. 

mitroprocessor The ''brain'" of the computer; the 
integrated circuit that performs the actual calculations. 
Also called the ccnu-al processing unii (CPL' j. The 
Apple IlGS has 3 65C81ti, 16-bti micr^iprocessor. 

MIDI (Musical Instrument Digital Interface) 

A sufi^\are and hardw-;ire statKlard set by the music 
industry that allows different electronic instruments to 
conimunicitte vvtih one another and widi computers. The 
Ap[>]e MIDI Interf^tce is ;i device thai plugs into the 
modem port of the Afjjile ilcss and lets you use your 
computer as a music svTithesiier or as a control device for 
electrtmic musical instrutnents, 

mode A. state that determines the computer's behavior, 
Sec also graphics mode; test ntiKie. 

modem Short for modulator/dem(xlulator, A device that 
links your computer to another computer or to an 
information service over phone lines. See aLw acousdc- 
ci JLipler modem; direct -connect modem. 

modifier key A key that generates no events of its own 
but changes the meaning of inher keys nv of mouse 
actions, The modifier keys on the Apple IICpS keyboard are 
Command. Control, Option, and Shift. 

monitor A peripheral device that dis]ilays instructions 
from the application to you on a screen and shows what 
you've ijped into the computer's memory, 
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monochrome monitor Aiiljfk-and-whiie, aniber-ynd- 
blai'kp orgreen-and-hhitk muniior, 

mount Comparable to inst^rtinif a floppy disk, mounting 
:i iieh^ork volunit :ilbw?i you Lo sec (he volumi' kon Afu\ 
to gain acce.^s to the contents aa'ortling to the privileges 
aligned. 

mouse The small device you roll around on a Hal surfece 
ncNT 10 your t'oniputer. ^■lien you movt ihe mouse, the 
pointer on tlie screen n^uves correspondingly. 

mouse button The button on lop of the mouse. You 
press die mouse button EOLhcxxsecomniantls from menus 
or when yau want to move items amuntj on the screen. 

Mou&e Keys. One of the Ha.sy Access components dtat 
cn.(lilcs the numeric kapad to provide mouse functions, 
such as moving the pointer, clicking, dragging, and 

pre-ssing, 

MauseTesrt Special characters, including check marks 
and litde apples, used in some text-hased applications. 

MS-DOS The operating system for applications designed 
to run on IBM PCs and compatible computers. Vou can rtin 
MS-DOS software on the Apple 11G5 by installing a i*C 
Trajispoiner card. 

tnu^Jc synthesizer A device that can generate a variety' 
of rounds, including simulations of traditional tiiusicai 
inst^.lme^t^. 

NOA (iif w desk accessory) A "mim-application " that 
ytju ean u-se wid^out leaving your main application. New 
desk accessories ire av-ailable from the Apple menu 
whenever vou'rc usin^ the Finder or any graphics-based 
application that sup{>orts the Apple menu. 

nest To siort; in a folder one or more levels removed 
from the main (disk) directory. You can nest items in 
folders wthin folders within folders. 

network A grc}up of con\puters linked ti:>getber so that 
their users cati share informariiin and periplieraJ devices. 



network administrator The person who sets up, 
mamtains. and troublcshooLs a ne:wt>rk. 

network printer .Viy printer, connected to a network, 

that can l>e shared by network users. Compare \*v:'A 
printer or Direct Connect. 

nen^wk scmces A capability, such as file sharing or 
printing, prrnided by special software on a net^^'ork, 

Nobody A user categor\' to which you can assign access 
privileges, This categarx' cxcKkIc'?^ all registered users and 
guests— e\'en the folder's owner. 

NTSC Abbreviation for [National Television Stantiards 
Committee. An organization that defines the standanJ 
format For transmitting broadcast video signals in the 
L'nited States. 

NTSC color monitor Sec aimposite color monitor. 

Duoierie keypad The numlxT ke\^H on the right side of 
the A]3ple IlGS keyboard, that are laid out like the keys on 
a calculator, In most cases, >xiu can use these ke^■■s 
tnterchant^eahly with the number keys on the top row of 
the keyboard. Some application [>rogrjms use the kq's of 
the numeric keypad :is special function kc^'s, 

OCR Alibreviation for optical character reader, A 
peripheral device that scans pages of typed or typeset te)(t 
and "reads" the characters into the computer. 

odd parity PiTi errt^r-chccking si^tem in which the 
seiidii^g device adds an estra bit, set to or 1 ;is necessary, 
to make the total number of 1 bits add up to an odd 
number. 'ITie receiving device then cotints the 1 bits. If the 
total h ;jn !)dd numiier. the receiving device assumes that 
the message came through intact, Compare even parity. 

open To make available. \bu open documents in order to 
work with them. In the Finder, opening an icon causes a 
window displaying the contents of the icon to appear on 
the desktop. 

Open Apple key On older Apple 11 kqiwards, the name 
for the Commatidkey. 
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operating system A ser of prognims that, amon^' niher 
[hingri, contixjl.s tJiewjy information is lti;iclcd in[u 
mtniorv', the way the ctJiii|)ULt;rwnrks with that 
information, the to information is stored nn a disk, and 
the way the computer a>mnuinira(cs ^^'ilh a primer and 
(nluTpLiiphtTj] devices. GS/OS, Pror>OS ]t>, ProDOSH, 
DOS 3 J. anti Appic Pascal are some of the operating 
iysiem ^i^ailable for the Apple llGS. 

Optioii key Akcy on the Apple IlGS keyboard that, when 
prcssal in conjunftiim wiih unothcrkey, creates :i special 
elTct't. I llie Option key controls the cipcratlim of other 
keys hut hy,s no effect if pressed alone.) On older AppSe II 
keybo[ird,s. this ke^'was labeled # and was caJled the Scilid 
Apple key, Compare Ctiinmynd key; Control key. 

ouiput Information traveling ojt of the computer 

owner ( 1 ) The registered user who created or was 
assigned ownership of a folder on an App!eShare file 
server volume. (2 } A user category to whieh yau can assign 
access pri^lei^es. This cate^or)' includes only tlie folder'.^ 
owner. (If the fnlder i.s (nvned by <Any L'ser> , however 
all net^v'ork u.^rs will have the pri\'ileges a-wigned lo the 
Owner category.) 

Owner & Group A user category lo which you ean 
assi.L^n accL'^^ [>riiileges. This care^ory includes the owntT 
and any registered users who are members of the gix)up 
associated with the folder. 

parallel device A printer or other device ihat sends ant] 
receives data several bits at a time over sevenil separaie 
wires. Compare serial device. 

parallel interface xAninterfkeinwhichacomputerand 
a peripheral de^-ice exchange information several bits ai a 
time along several separate wires. Cfjmpare serial 
interface- 
parallel printer A printer thiit receives inforniation 
from the con"tpuie]"se\eral hits at a lime each over its own 
wire. A parallel printer must be connected to the 
Apple IlGS [hrtjugh an inrerfece card. Compare serial 
printer. 



parity' A way of checking data to make sure that bits of 
data didn'i get orgyibted during transmission. See 
also even parity; odd parity' 

fiscal ( 1 ) One of sever^ ( ipeniting .s^^stems that can be 
used with the Apple IlGS (2) A structured programming 
language taijf^bt in high school and college compuier- 
scienetf courses because it stresses a s)'stematic approach 
to problem sowing. 

password A secret w()rd that gives you, bur no one else, 
access to your data on a file sen^er or to messages sent to 
you through an information sei"vicc. 

paste To insert a ropy of the mntents of the Clipboard- 
whatever was kst cut or copied— at the insertion point. 

pathname The cttn^pietc name of a document, 
beginning ^^.ith the name of the disk (sometimes called the 
volume name), followed by the nanies of any 
-subdireetories or folders the document is in, and (hename 
of the document itself, its called a pathname because it 
describes the path or route to die drjcumenL 

peripheral device A device that's connectetl to the 
computer, such as a printer or a modem. 

peripheral interface card See interface card. 

pixel Contracikin t»f ihe phrase picture eiement. Adot 
on the screen, used in graphics mode to forni text and 
graphics. 

plotter A dewce that prinLs charts and gmph-s by means 
of pens whose movements are programmed. 

pointer In grapliics-based applications, a marker that 

moves across the screen when you move the mouse 
aero.ss your desk. Compare insertion point and cursor, 

pop-up menu A menu of options [for example, in the 
desktop Control Panels \ in whichonly the selected option 
ES vtsibic unless you press die mouse button to make the 
other options "pop jp," 

port A socket on the biick panel of the Apple IlGS for 
conneeting periphet:al devices. 
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prefix Ap;inial pathname— the namiM)f the disk and. if 
ytju like, the name of ontr yr mure j»uhtltrec[Ofk's or 
folders. Applications that i^k you lo type a parhniime 
usually lei you .set a prefix so thai you don't havt to h^ie 
thtmnipleie pathn;innccver\'timcyau want lo work wiih 
docLimenrs on a panicular disk tir in a piinicLilar 
subdirecion' or folder. Once a prefix is 5Cl, all yon do is 
t)pe the resi of the pailinanie. 

press ( 1 ) To petition the pointcron .something and then 
Imld dfiwn itie mouse button wiihoui niovi[ig the mouhc. 
(2) To linld down a kcv(tn die keybt'iard, 

pf imarv' group The AjipleShare group with whom a 
user most often shares folders aad documenis stored on ;i 
file scvit^L Primary' groups are specified by the network 
^dtniniMr.iio]-. 

printer A device that prtKluces a pa[>er copy of the 
information you create using the computer. 

ProDOS ALTonym for Professional Disk Operating 
System. One of severe operadng systems for the 
Appie llGS. See also operating sy^item. 

pTQgrain (v.) Ttnvrite instructions fora coniputer 
in.) A sei of instructions that teits a computer Avhai to do. 

program disk A disk tliat cotitaias an operating system 
and a self-startin^i application program. 

prograofimer A person whowritescomputcrprograms. 

prompt A charaaer displayed on the screen to indicate 
thai the user can take .some action. Forexamiiit.aiM-.ickct 
prf>mpt i I ) is ust^d in the Applesoft MSiC prtfyntmrning 
langLiaiie. 

proportional scroll bojt The white Ixix in a scroll bar 
TheptisitionofthcproportioniilsLTOilboNinthescrtjII b^ir 
indicates the [xisiiion of what's in the window reiaiive to 
the eniire directciry or d*x"ument. The vi/c of the 
relative to the size of the bar indicateji hm much of the 
ftindow is vistbk. 



protocols An agrced-uptm f[")rn"ial ha^dl^'a^e or software 
handshaking between v<xo electronic devices. See 
handshake sit;naL 

public-domain .software Software that Is not 
copyrighted. \bu can get It at user j^roup meetings itr 
thi-ough computer huHcEin bairds. See also freeware; 
^h:ll'eware. 

puli-down menu A menu diat is hidden until you use 
the mouse lo press its tide. 

Qwert)' kcytMJard The tiiost commonly used keyboard 
layout in tlie L^i^ited States, named for the first six letters 
in the U)p row of letter keys. Also called the Sholcs 
kei'k^ard. Compare Dvtirak ke\toiird. 

radio button A small circle on screen that yo j click to 
designate an action or setting. Ulien a radio button is "on," 
a dot appears within the circle. 

RAM (random-access memory) Memory to which tlie 
conte[iis of indi^ittual i4K'aiinn> can he rcferreil in an 
arbitrary or random order RAM usually refers to that part 
of memory available for programs and docuinents that the 
computer reads from a disk: ihr contciTts i tf RAM anL: lost 
wlien the cc^mputcr is turned off. See R.\M disk, Comp;irc 
ROM. 

RAM cache A pan of the computer's random access 
mcmon- whc;re programs store frequently used 
insiructkuis, 

RAM chip An integrated circuit that you install on your 
mtfmory expansion curd wtien upgradinjj the card's 
memory. 

R\M disk A crcjss between a disk and random-access 
n^enioR-. Like a disk, it must he initialized before you can 
put files on it and must he addres.sed by its disk name or 
hv its slot number. Like R^Ul. it offers fast access to 
information l)ui cannot store inffirmation iTcrmanendy— 
evcmhing is erased fi\)m the R.AM disk when you switch 
off the computer s |X)wer. 
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read T() rran.sfcr information from a disk into the 
computer's mernorv: 

read-only The privilege to [aibfer inff^rmation froin i 
di,sk itiR'h computer's memory, but mt tu record 
information on a disk. 

read'^Rfite Tlie privilege to both transfer information 
from a Jisk into the computer's memon' and record 
informaiion un :i disk. 

registered user A user of an AppleShure fill' ^'n'cr who 
has been given a user natne and password by ihe nt;t^'ork 
adminLstrator. 

remote computer The camputeron die cither end of 
tlic piioHL' line. Yi.i\j can use vour Apple IlGS, :i mndent. 
and -d ajnimunk'ations application to a)nim(]niaitc with a 
remote computer— across the street or on the other side 
C3f the globe. 

Iksct key Tiie key on die Apple UCS keyboard m:irkcd 
with a Tfinn^jlc. Yo\.\ am pre^s Re.set in combination wiih 
CommanLi and Coniml to restart the computer. 

resolution The degree ofclarity of ^tJurdiKsplay. An RGB 
color monitor has better resolution than a cumposire 
color monitor. 

Return key A key on the Apple \K6 keyboard iliat ynii 
pre^s to move the inst^rtioa pdint to the beginning of the 
next line. Tlie Return key is also used in many applications 
to accept choices tir to indicate that ynu've finished doing 
soniethin^fj and are ready m pnicced. 

RGB color monitor A type of ctikir monitor that can 
dsspby text in Cfiior and in 80-c( jlumn format. ( RGB is an 
abbre\lation for red, green, blue— the three priman- 
colors from which aJ screen colors an? derived.) 

Right Arrow ke> A key on (he Apple llGS keyb: lard used 
ill many applic;dii(His to n^tve the ins^ttion pniitt one 
ch^iraijterKKhe right. 



ROM (read-only memory) Perm:inent computer 
menmry. .A[^ple^(^[■t liASlC Is jitored in ROM. as are other 
programs that regulate communication between the 
microprocessor and other parts of the computer system. 
Com[>are R\M- 

ROM disk ROM chips on a memory expansion cm! that 
can co[itain application programs. 

root level The "highest" or "volume " level of a 
pathname, See aLsi; directory, pathname, and 
subdirectory. 

row A horizoniai arrangement of character celts (in text 
mode) or pixels (in graphics mode) on the screen. 

save Tostorean application or data on a disk, as opposed 
to storing it tenipc)ranly in the memory of the computer. 

scan To search in the slots of the computer for a disk 
drive controUer card. The computer scims when you hm 
su'itch nn tlie power. It IchiLs first in skw (orihe 
rorresponding pori); if it doesn't lind a startup cievlce 
d:ere. it proceetls lo the nest-highest-numbered slot undl 
it finds a startup device, 

screen The pan of the monitor w here information is 
displayed. 

scroll To move thri::iugh a document so that you an sec 

a liilfereni part of it. 

scroll arrow An arrow on elttier end of a scnill bar 
Clicking ihe scroll arnjw moves the document one line in 
the direction indicated. Pre.ssing the scroll arrow causes 
continuous scrolling. 

scroll bar A rcciangular bar along the right side or along 
the botium ofa nindort. Clicking in the scroll t)aror 
dragging the pmportiunal scroll box causes what's visible 
in the window to change. 

SCSI Acronym for Small Comptiter System Interface, 
pnnnounccd "SKL^H-zee.^'.^n industry- stanciard Interface 
that provides high-speed access to peripheral de\lces and 
allows them to be daisy-chained to a single port or card. 
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sector Pan nfa track on a disk. 

See Fi^cs The acct'^s privilege that i^lknvs snmccine lo 
*)ptn :i[id copy [he documeiiis and applications in a folder. 

Sec Folders The:ic.res^ privilege that allfw's wjitietine Et) 
st'L' iht folders in a foitlcr. 

select In graphics-based applications, to de.'iignaie 
where ihe next action will take [>lace. To select something, 
you click it or dm^ across it lo highlighf it- 
select button A burciHi tin lj printer that determines 
wlit;thur dii; printer should jceept data From the 
computer or in.s[riictions front other buttons on the 
printer control panel (like the line feed button and the 
form feed bumm). 

serial device A device that sends and receives data nnt 
hit ji J time oH'er a single \tire. Ciimpare parallel device, 

serial interface An interface in \\ htch a computer ajid a 
|Tcripbeml device exchange information one bit at a lime 
along a single wire. Compare paralltl inierface. 

serial pon One of two pons (the printer [>on and the 
modcin port :u in ihe back panel of the Apple Wcs cle.signw] 
for seriiil devices. 

serial printer A printer that receives information from 
die cnn:ipuier one bi[ at a time, over a single wire. 
Compare parallel printer 

setup files Fik'.s that ilefine functionality For the sy.stem 
or for appilcatii )n>. Also allied miliali7:ation hies or iMTs, 
setup files are located In the Sy^tem.Setup folder inside 
[he Sy.siem folder. 

shareware Public-domain .software diat ^-ou can try out 
For free, but tur which you're obligated to pay either a 
stipulated fee ora donahun of yourchoosingif viiu decide 
to continue using it. 

Shift-click To hold down the Sliifi kc)' as ytiu click to 
.select items on die screen. Shift-clicking lei.s you select 
multiple Items their are not j^rouped together on the 
screen. 



Shift key A kev on the Apple IR S keyboard ihai you can 
press in citmbinaiion with another ke\- to get an upperea.'ie 
lerter or ihe LipjXT character on a iwo-cliaracter key. 

Sholes keyboard The most ctimmonly used keyboard 
layout in the United States, named ForCbristopher Sholes, 
die inventor of the r>jie\vriter. Also callctl the Qft'erty 
kc\iioard. Compare Dvorak keyl5t>ard. 

simulation A computerized representation of 
something in achon. 

l6-hit pmcessor A microprocessor tliai can work with 
It) bits of inFomiation at a dme. 

65C816 The 16-bit microproce-ssor used in the 
Apple IlGS, 

size box A box on the lower-righl corner of some active 
windows that lei^ ytiu resii;c tlie window. 

slash A character i.-^ dtii's often used to separate the 
parts oF a pathname, 

slot Along, narrow socket inside the .'\|iple lies that lets 
you c( inneci a printer or other peripheral device to the 
computer by plugging in ai] interface card. 

slot mimber Tlic number indicating which sht a 
particular device is connected to. There are^ sev^en general 
purpose .sloLs on the main circuit board for conneaing 
perijsheral devices to the computer. They are numl:tered 
from 1 to ^. with 1 on tiie left as you face the iVcjnt of the 
computer, If your device is connected to a pon instead of 
a skit, you can identif\'' the device by the slot number that 
corresponds to the iiHin. 

SmartPort A software prortjcol for communicating with 
peripher;il devices, such as 3.>inch or 5.2S^irtch drives. 

software Instructions, usirally stored on disk^, thai tell 
the computer wiiJt to do. Compare hardft'are. 

Solid Apple key The name for the Option key on older 
Ajiple keylxjards. Tlie name derives front the fact that the 
key wa.s marked with the hlled-in symbol of an apple (,#) 
rather than the word Option. 
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source disk The di.sk frdin which you lire cop\ing or 
mt)Vi[ii;. \ Thtj tlcsiiniUion disk is ihe tifsk rtnto which 
youYe copyir^s^ cr miiving.i 

source folder I'hc folder from which you're copving or 
mo\'1ng. ( The destiniiiion ftildcr is the folder into which 
you Ye copving or mo^-ing.) 

Space bar The bar:it rhtf bottrim of the kevboanl. 
Pressing ihc Splice b.ir in-s^rn?; a >]Xice character in your 
text ill the m?^eni{)n pi>in{ 

space chaiacter A text chamcter whose represcntanon 
is a space. You generate the character when \Xiu press the 
Space bar 

SpeciaJ menu A Finder menu that lists a \'arieiy [)f 
■itousekeepin^'" commands s jch as Clean Up, Empiy 
Trash, and Shut Dimn 

speech sjnthesizer An interface card that alk)ws a 
computer applicatiun tu Imitate human speedi. 

spreadsheet application An application [hat "limplifies 
iirilhmetic t;isks such a.s hn:tnfial plaaining and cos[ 
csttmatiny. Spreadsheets are laid out in ailumn^s and 
tuft's. 

stand-alone computer A comp jEer that is nor 

connected to any Dihercomputcns as part ofa neworic. 
Crunpare wcirksiatiLin. 

start up To load an application from w disk in[o the 
memory uf the computer. In computer jargon, staning up 
is alsn called "booting." 

staniip disk A djsk ^ith the necessary sofr^'are to start 
up die conipiiier, 

startup drive The disk drive In which the computer 
li mks fir^t for a startup di.sk. 

Slickj' Keys One of the Ea.^y Access components liiat 
provides combined kc^'stroke commands su that the user 
doesn't have to hold down more thiin one key at a time. 

stop bit A E)i[ usetl lo indicate (he end of a character 
during data transmission. Compare data bit. 



st>1ed tejrt ,\n application feature that allows you to 
Lhani;c the appearance of on-screen and printed text by 
introducing nich aftributeii as italics and underlining. 

subdirectoiy A directory ftithin a directory You can use 
subdirectories to group related documents together 
Same ai folder, 

Super Hi-Res Agniphics mode that can dispby 
information using a rectangular array of iihO horizontai by 
20D verttcjl dot.s in -i colors ( per line) or 3^0 hori/untal by 
2t>Q vertical doLS in 16 colors (per line). Up to 256 colors 
c:an be displayed on the screen at one time under normal 
circumstances. Special software enables up to 32I.X1 colors 
at one time. 

Super Serial Card A serial interface card manufactured 
by Apple Computer. You don't need to tise a Super Serial 
Card with the Apple IlGS because the serial interface is 
built in and can itcccstied through the printer ajid 
modem ports, 

surge protector A device that protects your computer 
eqjEpmcni from damage iit the event ui'w surge uf 
electrical current- Some power strips ha\'e btiili-in sur>;e 
protectors. 

syntax The rules that govern thestructureof statements 
or instructions in a prograni-ming language or in an 
oper:iting system. 

syntax error message A message you see w hen you 

misspell a command or give a command that the 
computer canT process. 

synthesizer See music synthesizer. 

SYSOP (system operator) The person who operates & 
computerized bulletin hoard 

System 1 , The name of the folder containing the files 
vuur computer uses to stan up and manage system-wide 
information. I Sec computer system. 

system disk A disk tliat cont^ns the operating system 
and other s^'Stem scifhvarc needed to run applications. 
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system software Software ihai .sup[>[)rts upplk'atinr 
p^og^am^ by managing system resources such as memory 
m6 inpui/Vrntpui Jo'tt'es. 

Tab A key ( >n the Apple llGS kqixia rd (hat , when pressed, 
moves the insertion point m the next lab marker 

tab marker Acharjaer that indicate* the pusiiion to 
which [he cursor or iiiiiertion po\m will move when you 
presri tht" '[M> kcv, 

tape backup unit A peripheni device (usually a SCSI 
device) thiit let* ym duplicate on magnetic tajje the 
information on a hard di^k. The alternatives to using a 
tape backup device are copying; oeih i a second hard disk 
(which requires the purchase of an additional hard disk) 
or copying onto a lai^e numberof 3 S-inch disks (wlikh is 
time-cons unting}. 

telccomnmnicalioa The exchangetjf information with 
other computLT* orwith commercial infurmaiton services 
over phone lines. To telecommunicate, you need a 
computer, a modem, communications stift^vare, and a 
similar setup on the other end of die phone line. 

text-based application M\ applicadon that uses one of 
the text moLies U * display information. In most text-based 
applications, the keyboard rather than the mouse is ihc 
primary moans of communication with the computer 

text Control Fanel Theclassicdeskaccessoryversionof 
the Control Kmel, which Es buitt into the computer and is 
av^ailable itirough the classic Desk Accessories menu. See 
also Control Panel; compare desktop Control Panels. 

text mode A way of displaying test on the screen- In a 
text mode, characters fit in a -fO-columit by 27i-line grid or 
in Lin HO-column hy 2-i-Iiite gritl. 

3.5-iiich disk A magnetic disk, .V5 inches in diameter, 
housed in a rigid pla^stir rase. The mijst commo^n storage 
medium useti Mth dte Apple IIgs. Adouble-sided 3-5-inch 
difjk can .store from 8(XIK to l.-t MB of infonmation. 
Compare 3-25-inch disk. 



tiilc bar The hori^oniit] bar at the top of a window that 
shows Llie name of the \sind(svv and lets you move the 
windov^'. 

track One of a series of concentric circles that arc 
magnetically drawn on the recording surface of a disk as 
part of the initialization pnx'ess. Tracksare (ijnherdivided 
into 8 to 12 consecutive sectors, 

Trash An icon that represents the function ofdiscanding 
files and folders when you no [ongei need ihem. 

troubleshooting Diagnosing and solving a problem. 

tunneling A new feature of the System 6 Finder. If the 
Option key is pressed when opening a folder, the Finder 
<>pen,s the selected folder and then closes what had heen 
die active window. 

Up Arrow key A key on the Apple Has keyboard used in 
many applications to make the cui^oror insertion point 
move up one line, 

update A hardware or software capabil!t\^you can add to 
Llisk.'i u.Hing the Installer. 

user group A computer club whose members share 
informaLicjn and puiilic-domain, freeware, and shareware 
programs— often programs theyVe written themselves, 

user interface The way inforruation is exchanged 
betw^een a computer and a pei^on. 

user name A unitjue name a,ssigned to a registered user 
uf :in .^ipleStiart tile sender and used to identify that user 
on the network. 

\ideo monitor See monitor. 

YtGvf menu A Finder menu that lets you change the way 
you view the contents of windows on the desktop, 

voice input device A device that translates the spoken 

word into u torm that certain softwaa* applications cjn 
process, 

volume See di-jk; file iierver volume. 



Glossary 383 



volume name Sec disk name, 

window In gra phi cs-basa] applications, one or more 
are-Ah ui) [he s(Yeen showing the cor tents of disks, foldei's, 
and documents. 

windows Menu A Finder menu that lets you sdcct or 
Stack the open windows on \mr de^iktop. 

word-processing applicaiion .^ny appliciitkin 
(Je-signtd to make ftTicing and editing easier and faster. 

workstation A computer you can use to do your work 
L^nd to send :iiid receive information over the network., 
Compare stand-alone computer. 

write To record informaiitin on j di.sk. 

wriie-protect To prevent changes t; y the content of 3 
disk by covering the notch on the side of a ^JS■inch disk 
or by sliding the smuW plastic tab to uncover tlie squ^ire 
hole on a 3.>incli disk. Nut the sume ^ copy-protect, 

XOFF An .\SCII character that tells the transmitting 
device to halt iransnussion, 



XON An ASCII cl^amcier thai telis the imnsmitting device 
to resume transmission. 

Z80 card A coprocessor card that lets you run programs 
bj.sed m the CR'^i operating s^'stem. 

icro To eliminate the disk director}', all files and foidcns, 
and the lile system kom a disk sts that amount of 
manipulation can recoi'er :he information that was on the 
disk, i U'lten you zero a disk, only the tracks ;ind sectors, 
remain.) A disk that has been zeroed must be reinitialized 
hefc3re it can be used to store information, 

zone One or more networks, colieciively identified by a 
zone name, thai are part of a larger, interconnected 
network. Zones make it easier for network users to find 
network devices and services, 

zoom box The .sm:ill box In the upper-right corner of a 
window. Clicking the zcK)ni box expands the window to its 
maximum size. Clicking it again returns the virindowto its 
previoui size. 
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Numerics 

l.^ MB disks B6 
3>iiKli disks Re 
troubleshwting 31 t 

5.25-ini'h disks 86 
troubltshooiing 31^ 

mOK2\\ 91,2V 
y<JUK4;l 92, 227 

A 

About the Find*_T 4^ 
access 293 
aax^sord 294 
Bulk-ein BoLiTd 29t 

DmpFoldtr 294 

Private 294 

Puhlic 294 
acces.* [■3^iviltr^t:^ 2*)!) 

Make Changes 2% 

Set.- Flits Bl 

SeeFiildcrs 290 
actessiab 294 
Afik^iin^ .slots untl purts 192 
aciivc window 



adaptive technology' 243—259 

resources 259 
Add LF after CS 186 
.ADU 22'i 

PdvsncGd Disk L'tility 224 
erasing 228 
ifiitbiizing 225 
npL'iiIng 225 
truublesluioling 313 
ZL'foiri]^ 230 

Aii"ierican Simplified ktniioand 178 

Apple II DOS 3.3 2[i 

Apple U Memory Expansion Card 23 

.\pplell5eiup 2~1 

Apple 11 Video OT'erlav GanI 2h6 

Apple 11 WorksLiiinn I '^cr's Guide 3^5 

Apple menu 

commands 45 
Apfilti Ptrj^cinai Mmlem 1H3 
Apple Sanner 24 
Apple Bi ml 25 
•Vplcri) SC Plu,s 2t*l 
ApE)]tShiire filt server 273 

access privileges 277 

copying 2^9 

copyirgapplicLttions 2^9 

copyrighted applications 279 

RtkierPriv 2% 



folders 289 

logging dEF 3()0 

lossinfion 280-289 

n;imin|.{ rules 278 

troubleshiLH:>tin>5 328 

using 279 
AppleSh:ire file serv^er access 

Everyone 290 

Group 290 

NoEKjdy 290 

Owner 290 

Owners Croup 293 
ApplcSlurc File Server Atlministra tor's 

Guide 2^8, 305 
.AjjpleStiarc File Server AdministisEor's 
Supplement for Apjile II 
Vt'i >rkstaLion.s 51^5 
AppleShare Print Server Administrator's 

Guide 3t»5 
AppteSbare prim ser\'ers 273 
Apples hare-aware applLcations 277 
AppleTalk 272-2-'8 
AppleTalk neiwork s>'sieni 2"'2 
AppleTalk prolocoLs 272 
Application 

Ailv. Disk lltilit)' 24 

AppleBfjift'l 25 

Archiver 24 

Installer 19 
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synfhL\B 25 
Teach 2S 
application.^ 
locating 13"^ 
quUfing 14fi 
starring up 136 
s^iitching 139 

aboki! 211(1 

eniire volume badcup SDt 
file-b>'-file backup 2m 
ctpening 202 

resioring entire voEume backups 21iS 
resiorirtg file.s Frtim file-by-file 

Archiv-erprefE'rent;es 2(J2 
ArisEotle Ad min is traior'f. Gu kk 5^3 
Audio butLurb 26^ 

B 

bucking up entire volumes 205 
backup 

entire volume 201 

ftle^by^file 201, 2flti 
backup preferences 

Ardiiver 203 
backup ,se[ 2f¥} 
HauiJ 1H5 
Buffering 1K7 
Bulleltn Board 29S 
bulletin Ixjurij folder 2fi9 
By Date command 53 
By Icimcrimmand 51 
By Kind liomniarnl 52 
By Name command 51 
By Si?:e t.omn'i;!nii ^2 

SmaJl kun tomnlaild 51 

c 

CDRemolc 265 
CD-ROM players 262 
changing 

occurrences of word 162 



Changing ioons 

backgriiundcoliir HI 

color 

outline color HI 
Changjnp Tht.' startup Jrivf 194 
Cle;iri L'p command >4 
Cleaning up icon^i ^-i 
Cleai'conimand 5f> 
clicking U 

clicking lo select text 15iS 
Close ,\ll C(jmmand 
Close citmmand -iH 
CioseVie^i' 27, 254-25H 
closing 

folders 119 

windfift'S 66 
Color menu T 
Ci>lunins i monitor) 189 
command 

chotjsing 44 

selecting -14 
conimand-s 

Alx>ui the Finder 45 

BvDate 52 

By Icon 51 

ByM 52 

ByS'ame 51 

ByStee 52 

BySmiillloJii 51 

Clean I p S-i 

Clear 50 

Close 4J? 

ClaseAl] 48 

Contni! Panels 47 

Copy -i9 

Cm -t9 

Diiplicace -iS 

Ejecc 1^ 

Empu'Triish 55 

Erase 53 

Finder Preferences 55 
Help -16 
Icon Info 56 
Initialize 52 



keyboard 45 

Open 47 

Paste 49 

Print 48 

PutA^vav -iH 

Select .All 50 

ShoivCiipbtwrtl 50 

Shut Efcmn 5~ 

Slack windows 5] 

Undo 49 

Validate 49 

Veri'f\' 53 
Contri5] Panels 47 

dianginj^ 173 

getting to 1~2 

leading 197 

trouhleshoottfig 3H 
L'ontfol |ianels 

AppleShare 280 

IX Printer 175 

FolderPriv 299 

General 176 

Keylm^rd 179 

]e:iviny 197 

Mei:liaDintrt>l 1H2 

MwlemPtirt 182 

Monit(vr IRH 

NetPrincer 3^13 

NeT^'cffk 

Printer Port 1H2, 1R9 

RA^I 190 

SetSt;^ 191 

Slots 191 

Sound 195 

Time 196 
Conventions used Jtv 
Copy com miintl 49 
copying 

AppleShare file server 279 

cGpmghted apptication* 279 

disks 9—103 

files 125 
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copying applications 

AppicShaiT file sender 279 
copying disks 98 

opiion5 IDt 
copyrij5hteiS applications 
creating documents 151 
creating fnldera 120 
Cursor Fla,sh 177 
Custom 295 

customized instnllatior 31 
customizing 5 
Cut command 49 

D 

Data/'Stop IBS 
DC Printer coniml pant! P=i 
tiefeuli Fnklerpriiiltges 1% 
Delay M) 

Delete If after CR 186 
deleting text l')9 
Deselecting icons 70 
Desk Acc 

Cnieulator 2> 

Find File 2S 
desk accessory P2 

CD Remote 265 

MediLi Control 262 

VidenMIx 26b 
desktop Control P;inels 17| 
dlEtcritical m^iHis 179 
dt;ipno5injf disk problems 106 
dia^nnstic lest 358 
discarding files and fokiers 128— 130 
disk drives 

AppJc 1. 2^1 Drive 23 

Apple L'niDiik 2} 

SCSI hard disk 23 

SuperDrlvc 23 

LrnublL'slnHXiEi^ 313 
disk icuns 

opening % 

typty 97 
Disk menu 52 



disks 224 

copying 9"'-105 
copying options 101 
copying -^aiinesEiie 98 
copying tu larger size 99 
ejecting 104 

enLs^llJ^ 103-104, 228-230 

bundling lOt) 

icons 96 

lnrorm:lTl[m 2-40 

initializing lX)-93, 22i-228, 315 

inserting 88 

partiticjning 231—239 

problem diagnosis 1(16—108 

reinitializing 93 

stonige 1UC> 

troubleshooting 315 

using 87 

verifying 108 

wri[e'prot^JL■tmg 94 

zeroing 230—231 
Display button 26> 
docurvicnts 

changing 160 

crearing 151 

prinring l'i7 

prinring from applications 166 
saving I-i2^ 152 
saving widi neu' name 11:5 
saving with pathname 145 
saving with slot and drrir 
number Ub 

double-clicking 16. 1"" 

ilrngging 16 

dragging to ficlett text 156 
Drop Folder 294 
DualS|H^ed 180 
Du[)Iic;iit' u Jimiwid ^8 
duplicait; L'opits of fiL-s 123 
Dvorak ktyboard 

E 

Easy Access 2", 2-i-i 
Easy Update 28 



mo 186 
Eiitmenu 49 
editing text 

cutting iind pasting 157 
Eject button M 
Eject comnrad 53 
electing disks 1114 
Empty TrJrihctminujid 55 
emptying trash 130 
ending work yeij-sii in l4~ 
entire volume 

backup 201 

re5t(jre 2111 
entire volume backup 205 
Epsoa'Epson'St^iepiinteir 23 
Erase command 53 
erasi ng disks 1 03~ 104, 228-230 
EthetTiet 272 
Everyone 290 
expansion 4 

Exploring ne^v features of System 6 7 
Extras mcny 57 

F 

Fast Space/Celeie 181 
Filemeniii 4" 
file n;iniing rules 76 
file ^arwr 

folders 289 

logging I )iT 300 

logging im 275 
filt; sender volumes 2"4 
File System 

DOS3.3FST 26 

HFSFST 26 

Radical FST 26 
File System Tn;lnslutor> 1(19 
file-by- file 

backup 201, 208 

restore 201 
flics 

about li8 

copying 125 

discarding 128-130 
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duplitaLing 123 
imponing l(i8 
locking 13 1 
opening 118 
prtJicctiiig 1,10 
rmjvering kum intsh 129 
unlocking 132 
validiiLing 132 
FindcT -il 

Finder Preferences aimmLinci 
iiinliny 

sirinyis of words 1G5 

words 163 
tloppv' di.sk.s 

fok]er privileges Z% 
FiikierPriv 2% 
fokletvi 

aboLit lis 

dtjsini? 119 

cre;itsfig 120 

discarding 128-130 

locking 131 

mtning 122—123 

opening 119 

protecting 130 

T^;co\'ering from trash 129 

Tunneling 120 

unlocking 132 
font 

changing 160 
Ftintsdisk 6 
FSTs m 

n-pes m 



General con trol panel 1 "^6 

getiing infnrma;ion ;ib.)ut hard disks 240 

getting iiiform;ttion abciut iconi 73 

Group M 

grt>Lipf[iUlers 29^ 

grrjups 276 

guesi 276 



H 

huiidling disks 10«6 
Handshake signals 187 
hiird disks 

abtiut Hb 

infurmarkin 2'iQ 

initiLilizing 225 

piirtitioning 234 

troubleshootinj^ 31ti 
Hdpcommanfl -ib 
HFS na.min^ rules 91 
HFS partition 233 
HighSiLTn 201 
high-dcnsit}' disks H7 

initializing 92, 227 

1 

Itonlnfoatmmand ^6 
lams 11 

applintion It 

color m 

di.^k n 

documtni 1 1 

folder ]] 

IfK-iiing H2 

unlcxking H3 
ImageW'ritcr Emulator 304 
lmat!c*'riti.Tll primer 23 
litiagt-W'ritcr J-l^ printer 23 
ImageU'riTcT primer li 
^f[lp^l^i[lg files 16H 
intlivndual Com rt.>t Panels 175 
Information about icons ^8 
Initialise command 'SI 
initializing 

hard disks 22^1 

floppy disits 90 
initializing disks 90, 22W28 

troubSeshoolinfj; 515 
inserting; disks SS 
inseninptcxt 15-i 
Install disk 20 



Installer 19 

adding capabilities 33—37 
Advanced Disk Uiility 24 
Apple 5.25 Drive 23 
Apple 11 DOS 3.5 file s>'siem 

tran!^b.tor lb 
A|>ple II Mtmry Expansion Card 23 
Apjile 1! Vide*.i CXtrlay Card 24 
.^>ple Scanner 2^ 
AppleCDSC 24 
AppleCD SC drive 23 
Archiver Utility 2h 
Calculator desk accessor)- 23 
CEtiseView 2^ 

Liistotnized installation option 

31-59 
Desk AiL'cessories 2'i 
E.TM' Access 27 
easy update option 23—5 i 
Eps(:n/Epson-st\"ie printer 23 
File S\'slt'ni TnosJators. 25 
Find File desk accessor)' 25 
fonts 26 

hardu^re limitations 31 
I IFS file STf'stem translator 26 
ImapcWrlrer II printer 23 
Image^'rirerLQ printer 23 
ImageWriter printer 23 
LTierWriter printer 23 
media devices 2-i 
opdoa^ 2(1 

Pascal file sv'stem translator 2S 
Pioneer 2000 or 4200 laserdisc 

player 24 
printers 23 

removing capabiliiics 3"^— 39 
SCSI hard disk 23 
SCSI tape drive 23 
s|x*cial aids 2"^ 
storage devices 23 
StvleWriitr printer 25 
Teach 25 
UtiiDi,sk 23 
VideoKe>'boar(l 27 
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imernatiortaJ language charaaers 179 
internet 273 

K 

Ke\^Caps 352 
kt^-L'obr 26"^ 
Ke^tKiard 173 

Buffering 180 

Delay 180 

M Speed 18Q 

Rfst Sp;n:e/I>elete l!^l 

Ke^tHJitrcl Mouse ISl 

Shift Ciips/I(]wercasc 18! 

Speed r9 

troubteshotjting 3 IS 
keyboard assistance 

Easy Access 244 

Stick>^Kcys 245—246 
Keitmrd Buk'iing 180 
Keiticard coninil panel P9 
kevtward shortcuts 41 
keytward iv-pcs 

American SimplUietj VH 

Dvorak 178 

Qwcrty 17S 

Shotc-s 17H. 
kilobyte fib 

L 

UscrWriitr printer 23 
Ifciavjng control panels 19"' 
Une U-'ngth 1S5 
lueal disks 274 
UolTalk 272 

l,ocaITalk Cable System Owner's 

Guide 27R, 30S 
ItxralTalk locking Conncxior Kits 
lucking 
files 131 

floppy disks 9^-9=i 
foldera 131 
Icons 32 



logging off 300 

BOOK AppleSharc startup disk 300 

finder-iiased ApplcShan! startup 
disk 300 

Quick Logoff 301 

withoLii Rndcr 300 

without Quick LogofT 30! 
lo^npon 275 

ApplcSharc file scr\'cr 280-289 

groups 2"6 

gUL-st 2-6 

rt^stera! usfrs 2^6 

[fOLiblcsliooting 327 
kt^in^ cm npEicin.s 

pawvnrd 21^3 

M 

Macintoiih System " 2"3 
Makt^ Changes 290 
marking files 218 
Media Control 262-265 
Media Control Panel 182,262 

setting connections 2^3 
Media Controlier 264—265 

Audio buttons 265 

Display button 2ti5 

Eject button 265 

Pause button 265 

Play button 265 

Record button 265 

Scan buttons 265 

Step buttons 265 

Stop butcon 2&5 

Track buttons 265 
media devices 

Apple Scanner l^ 
niL'gabyie S6 
Menu r 

Menu Blinking 1^ 
menus -ki 

Color 5"^ 

Disk 52 

Edit 49 

Extras 57 



File 47 

Special 54 

Yicv,- 51 

^'Indows 50 
Modem Port mi 
Modem Port con[fol panel 182 
modem settings 183 
modems 

tr{]uhlesh(M")ting 321 
modifier key 251 

fnliirgtjd i^iif 2S-t— 258 
Monitor control panel 18R 
moniiors 

Tfoubleshaidng 323 
nxtrt help 339 
niount 2'^4 
mouse 

tntubleshuijiing 318 
mouse ;issiMarice 

RasyAcceiS 244 

Mouse Keys 247-249 
MojseSpeetl 177 
mou-se techniijues 

clickinR 14 

doubie^ltcking 16 

drilling 16 

moving 12 

pointing \-i 

pressing l4 
moving 

.speci[i3 uprions 127 
moving folders 122—123 
Moiiing icons "1 
Moving the mouse 12 
MS-DOS 2-2 
multimedia 261 

N 

NDA 172 

NetPrinterControl Panel 28 
Net^'ork 

AppleShnre 2"^ 

AppleSlwe,3.5"Difik 2"^ 
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.\risioile Updaie 28 
]j2ca] Stanup 28 
Printer Xiuncr 28 
Server QuicltLtjgoff 2& 
Server Sianup 28 
network 

pnniing 503-304 
r\'pcs 272 
lijxljie* V 

network admiriiscrjror 2-1 
network ijfidints 

ArisKXlf 2y 

ATalk ImageWnter 27 

ATalklmageWriterLg 27 

L(K-al Styrtup 2S 
Primer tamt;r 2H 
Seri-er Quick U)golf 28 
Server SiLinup IS 
neTW[.>rlting 2^1-3U5 
advllntuger^ 2"3 
b<«>ks ml manuals 5[t5 
defau it Folder priiilegcs 238 
folder access pr\v\ [eges 2R9— 296 
Ibkter invnenihip transfer 296 
getting started 278 
group 297 
gUe.Hjs 2^6 

lt.>gging on alternatives 2"^v-2"'6 

naming rules I^S 

rej^isteretl user 2H9 

rejiistered users 27t) 

starling up u-idikKjal disk 2SH—im 

starting up with no disk 284—287 

troubleshooting 325 

user categories 290 
netii^^orking opiiijns W 
ne^^' applications 8 
new liesk acL'L^se iry 1 "72 
new l^caiui'e.s 

Ajipiitatiorts 8 

Control Panel 9 



desk accessories 9 

desktop Finder 7 

Installer & 

S^'stem 7 
New Fcvkler command 4^ 
Nobody 290 



Op(;n curnmund -i'' 

o|Kning deskiop Cantn.il Panels n 

Opuniny icons "^2,% 

optionak-apabiiiTies 22 

options 

Installer 20 
Owner 2^,290 
Owner &Gnnip 290 

P 

Parity 1B4 

partitioning disk^ 231—239 
Pisol 2b 
password 276 

askftjratkigon 233 
Paste aini:nand 
pasiinjc! text 157 
pathname 115 
Pause button 26t 
peripherals 22 
Pioneer 20flf) 262 
Pioneer 4200 262 

placing eopiefv on different disks 125 
Plurbuttim lu^ 
pointing 1-1 
purLS 

jictivflting 192 
preferenct:^ 

Archlver 202 

Finder 
preparini! disks 87 
prssing 14 
primary' gn:>up 297 
Print command 48 



Printer 

ATaik ImageWritcr 27 
ATalk ImageVt'riierLQ 2" 
LaserWriier V 

Printer Port control panel 18 

primer^ 

Epson/Epsiin-siyle 23 
Ima^e'^'nier 23 
ImageWnterll 23 
ImageWnterLQ 23 
LtserWnter 23 
5n-leWrifer 23 

printing 

dLKiiments W 
from applications 166 
network 303-304 
troubleshoodng 329 

Pri^-ate 29+ 

ProDOS;^ 2^2 

ProDOS naming rules 91 

protecting 
files 130 
folders 130 

Public 29^ 

Put Aw-ay command 48 
Putting away desktop icoas 7 

Q 

Quick logoff 301 
quhiing iin Lipplifation l48 

trou])leshnt'!iing 311 
quitting leach 169 
Qft^eny keyhi)ard n« 

R 

RAMQche 190 
RAM control panel i9D 
HAM Disk 19f) 
HAM disks 110-115 

locating 113 

running applicauons 113 

selling sizes 111 

using 113 
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Recondhutiofi 265 
recovering files and folders 129 
regisiereci user 289 
regisiered users 276 
reiniiijifeing disks 93 
remLmrtgcapahiliiies 37 
Renammg aeons 7t 
rupbciny text W) 

naourcrs for aJaptivt; iefhn(_!lt)g\' 1^) 
resiore 

enitrt; volume 2l")l 

file-by-iilc 2U1 
restore preferences 

Archiirr IG-i 
restoring 

entire volume backups 21.6 

Rle-by-filc backups 213 
rules 

AppleShare 278 

file names % 

UFS 91 

ProDOS 91 

S 

save 

d()cumeni.s Hi, I'iJ 

using [lireniir}" dinhg Imw H3 

usm^ LL [Pathname 

Lisiny shjt ami (.ln\^ number l-ib 

with ntTft' name 1(>S 
Scan hutrons 2i-6 
scrolling [tx."hniqut;s 63 
See Files m 
SeeFoldera 290 
Select AJl command 50 
Selecting icons 68 

grouped W 

not grouped 69 
selectin|5 icxt 155 

clicking 156 

doublc-ciicking 15" 

shifl-cEicking 1% 
serious probicm 338 
SetStiirt control panel 191 



Shift Caps./Lowercase 181 
shift-clicking to select text 156 
Shnles kc^'lxjard US 
Show ClipboaKi command 5t) 
Shut Down comtnand 57 
shutting down l-i9 
size box 62 
skill review 10 
sltJi definiiions 

Slot I 192 

Slot 2 192 

Slot 3 193 

Slot 4 193 

Slot 5 193 

Slot 6 m 

Slot 7 m 

slot settings 192 
slots 

activating 192 
Slots control p:inel 191 
Sound control panel 195 
sounds 

visual indication 196 
SpccL:i3 Aids 

Close\1ew 2^^ 

Easy Access 2" 

VidcoKeyboard 27 
Special menu 

special moving options 127 
Speed 179 

Stack windoi^^ commiind 51 
standard mixlem settinj^s lbi3 
starting applications 136 

not using the Finder 138 

u.sin^ ihc Finder 1.^ 
starling Teach 151 
starting up 

computer 20 

over the network 275 

tnjubleshtmiing 333 
stminy up an iipplicaiton 

troubltshtxiiing 30rt 
starting up on network 

troublcshwiing 327 



startup dLsk 

about creating 20 

Siiie limitation 22 
startup drive 

changing 19^ 
StL^p buttons 2<]5 
Slick)' Km 24>-2'i6 
Stop button 26^ 
storage 

disks KI6 
storajte devices 

Apple 5i5l>ri\-e 23 

Apple LniDisk 23 

SCSI hard disk 23 

SuperDrive 23 
StyleWrirer printer 23 
summarv' of manual xiv 
switching appiicattons 

not usinp the Finder H I 

using the Finder 139 
synthL\B 25 
synthL\Bdisk 6 
SjMem di_sk5 5—6 
Sj'Siem Speed 17^ 
system updates 22-37 
S)'Stem.Disk 5 
SystemTool_sl 5 
SystemToolsZ 6 

T 

taking can^ of dliks 106 
Teach 25, 15!l 

changing fnnis IfiO 

changing (Rvurnences of a word 162 

creating documenis 151 

deleting text 159 

dragging to sel ect text 1 S6 

in.serting text 

printing documents Hih 

quitting 169 

rt^placing test 159 

sa^g documents under a different 
iiame lfa5 

starting 15 1 
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cimgging m select 156 
text tnrr>' 

Ttst/Uick/Biinder ifiiKHiiLnr) W 

Time L'onnrol p:mel 1% 

Track buttons 2bT 

[ransferrifiR folder ouiiership 2% 

translation of inietml cliardttm 179 

tosh 

empning 130 
truubleshLMiUiig 30*^ 
T^^e [monitor] IHS 

u 

Undo coin ma nd 19 
LuitxptMted messages Ml 
I !n.:vtinial Access 2-i3-259 
UNIX^.-Qptn Systtrm 272 
unlocking 

files 152 

icons B3 
update.s 

Installer 22-37 



usef caiegorits 

netv-'orking 290 
usLtiumc 2^f> 
using un applica?ion 

using mt'iHLS IT, ii,-t5 
using RAM (iisk-s il.5 

V 

ViilidatL- L'omrminid 49 
viilidiitiiiR filts 132 
Veiifr conimaixl 53 
veri^'iJig disks ItJii 
Video Ktylxjard 

iiktmaiive texi tnin' 2S0— 2'ii3 
VtdeoNnx 

Ekv color 267 

tini 2ftB 

vfdoo/graphiL's mis 268 

bv'lcon ^1 
by kind S2 
b\'niime t1 
bysixe ^2 
by small icon 51 
'View menu t1 



visual indication of sounds 196 
voEijmts 

fileser\'er 274 

Vt'liai's in d^is book xiv 
window 6b 

activt; 5S 

ciiunging .S3>!L" 62 

clxinginy ul'w fr> 

closing 66 

losing ail 67 

nauvlng 59 

moving inacilvfc 6{) 

opening 96 

pop-up (3I 

vitrible areu b3 
"Rlndow^s menu 50 
write-protecting 3>inch disks '-h 
write-protetting 5,25-inch disks 94 

z 

zeroing di.sks 230—231 
zones 273 
ZtHJininy 63 
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Tilt Apple Publiiiiing System 

This A|.>pltr* manuul was wmxa\ and edicol 
on 3 desktop publishing system usinj? Apple 
Xiacinttish " conipuLers ;ind FnimeM:iktr for 
ihe MaLlniitsli. Pti it pagt'^ wca- crciiied tm 
Appk l^ierW'riii::!"'' printers, and Itnal pLigcs 
were I'iutpui directly to separated film. Line 
■Mt and chapter openen; were created wiih 
Aihbti lllustmior, S^rtm shtHs were LTtraEL-d 
and mcHJified wiili system .sDfE\\'afe and 
Studios. 

Test and display xv\x are Apple s turpuraie 
htil, a amdensed version t ^F Claramond . 
Ornaments arc ITC! Zapf Din;ii;bjLs'^' :ind 
custom symbtfLs designed fiirAjiple 
Computer. Stmc elements, such as compu ler 
vt]icc, are s^l in Ajiple Coudtr, a fked-wtdth 
font. 

P(.wtScript the Lj.serVtriter p.;]^e<les^'rip[ion 
UngLiiiy t;, \vj5 dev-el( 3|>i;d hy Atl( tlx Sys i is 
InciMpiirated. 



Important information for future reference 

Use this space to keep track of some important information 
thai you'll want to have handy for future reference. ( Ycju may 
want to use pencil, especially for the slur settings, in case the 
information changes in the future.) 

Apple IlGS serial number 

( on ihc bomm of the cunipu cerj : 



Monitor r\'pe and serial niim[>fr 

{usually on the back of the monitor): 

Sertil numbt-T 



Slot settings 

Slot 1: Slot 5: 

Slot 2: Slot 6: 

Slot 3: Skit 7: 



Slot 4; 



Startup slot 



lie Computer. \nc, 

Ujn^iiii .Vniin: 

Cupeninii,a95f*l-i 

fi[)«)99<i-10ir) OJiV^StHW 
m ri-^'f. Pnnttfd ■■- : 



